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FOREWORD 



The revision of this guide has been coordinated by 
the Office of the Vice President for Administration 
and Personnel. General questions of interpretation 
and definition or sugg^tions for change in future 
.'revisions may be addressed to th^t Office. A speci- 
fic note on definitions may be helpful: "Fac\jlty" 
is as defined in Section 1.33 herein and in the 
Rules and Regulations of the Faculty ; "Staff" as in 
"Faculty and'Staff" refers to all members of the 
staff other than faculty; ^Academic Staff" includes 
the fa^;ulty and a>l staff members other than the 
administrative and sponsored research staffs and the 
lincolnLabora to ry Staff. ^ ^ 

M.I.T. offices or committees which may be helpful in 
providing cl ar i f fcation or assisting in the inter- 
pretation of particular sections of the guide are 
identified through the source code of the Table of 
Contents. Information source codes and associated 
activities are. listed below: 

Source Codes 

(A) President and Chancel-lor 

(B) Provost ^ ^ 

(C) Vice President, Office of 'the President and 
Chancel lor * 

(D) Secretary of the Institute . • 

(E) Chairman of the Faculty 

(F) Committee on Outside Professional Activities 

(G) Vice President for Administration and 
Persortnel 

(H) Benefits Office n1 

(I) Vice President and Dean of the^ Graduate School 
(J) Office of Personnel Services 

(K) Vice President for F.i nan c i a 1. 0 perat i on s * 
(L) Lincolrr*La bora to ry Personnel Office 
(M) Medical Department 

(N) Office of Person nJel Development " 

(0) Undergraduate Research Opportuji i t i es Program 

(P) Industrial Liaison Office 

(Q) Qean for Student Affairs 

(R) Faculty Committee on Discipline 

(S) Special Assistant to the President for Urban 

Relations 
(T) Institute Information Service's 
(U) Office of "the Comptroller 
(V) Committee on Inventions and Copyrights 
'W| Office of Sponsored Programs 

X) Committee on the Use of Humans as Experimental 
Subjects 

Vice President for Research 
M.I.T. Associates 
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INTRO iJCcT ION 



They^rimary purpose of this document is to outTine 
. th/ policies and pracedures whi ch guide' M. I .T. 
faculty and staff members in the pursuit of Jnstitute 
>bjectives and in relations with the community at 
large. It i| a^sjo designed to acquaint new members . 
^of the farurty and siaff with the organization and 
^ajms of the Institute; withnheir rights, obligations, 
jand benef i tx>^and with the faci 1 i ties and sei*'vices 



which support ^^^^^ professional activities. 

Th& JDo/i ci e^ -and procedures^ set* forth^.i r^hi s docu- 
ment are those whicb affect faculty and -sT&ff irt a 

m 

way basic to the conduct of Institute affairs or are 
applicable to major or critical areq^ of Inst.itute 
activity, and every member^-^ of the faculty and staff 
should be familiar with 'them. 

It is hoped tha^T^embers of the faculty and staff 
w^ill, find this document a useful guide hot only for 
the oortduct of their teaching, researcl>5 or adminis- 
trative activities, but also for the pursuit of • 
their own proiFesslonal de^ve^opment within the frame- 
^^work of Institute objectives. 



Jerome B . Wf es ner 
Pres 1 dent 
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THE INSTITUTE 



\ 



OBJECTIVES 

1 '■ 



In car*ry1ng out the pr5v 1 s 1 o.hs of its charter, the* 
InstltHJte has focused on two objectives, one primary 
and the other secondary:- the advancement of ^knowl- 
edge^through education and research, both pure and, 
applied, in science, engineering, architecti^ and 
planning, management, social sciences, and the 
humanities; and' service to the community and nation 
through the use of the Institute's resouroes; both 
intellectua'l and material. 

While it Is the responsibility of the Corporation of.' 
the Institute to decide the relative degree of 
emphasis to be placed on erfch objective, certain 
underlying purposes and principles govern their 
pursuit. 

s 

Education It is the purpose of the educational 
program to develop in.edcb student that mastery'of 
fundamentals, versatility of mind, motivation tpr 
learning, and intellectual discipline and self- ' 
rel iance which is the bes t 'f ounda t i on for continuing 
professional achievement , . . to provide a liberal 
as well as professional education so that each 
-student acquires a respect for moral values, a sense 
of the duties of qitizenship, a feeling for taste 
ana style,* and the basic human understanding and 
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knowledge required for leadership . . . and trtereby 
to send forth men and women of the highest profes- 
fi^ional competence, with the.l^readth of learning and 
of c^fraracter to deal constructively with the issues ^ 
and opportu-ni ties of our time. 

Research and SchcMarship : The Insti tute*" seeks ^ 
through research and reflection to extend the bound- 
aries of knowledge and the horizons of the human 
intellect. In so doing, it aims to create an atmo- 
sphere of intellectual excitement, a climate of 
inquiry and innovation in which ej^J^student develops 
a consumi ng . i nterest in understanding for its own 
sake, " ^ , 

Service :' As a modern" u n i vers i ty and social institu- 
tion, M.I.T. recognizes an inherent obligation to 
serve its students and alumni, the professions, the 
world of "scholarship, and society. As part of this 
obligation, the Insttiute seeks to serve the commun- 
ity and nation directly through its faculty and 
through the use of its facilities and administrative 
resouV-cfes w^h'enever there is a compelling need to 
which it can respond without impairing its primary 
functions. 

DESCRIPTION , - ^ 

The Massachusetts In-stitute of Technology is an ^ . 
Independent; coeducational, endowed university 
committed to the extension of knowledge, through 
teaching and research. It i^s organized into five 
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academic School s--Arcjii tecture andf^anning, Engi- 
rr^ering, Humanities and Social Science, Management, 
and Science--and a number of interdisciplinary 
^groups and activities. There areTTome 8,000 students, 
more than half of them studying fdr undergraduate 
degrees; ^about QBtT members of t*he faculty; and a* 
total teaching staff of 1 , 700^, including, tnS^^ld i t i on 
to the faculty. Lecturers, Instructors, and Teaching 
Assistants. Total employment at, the Institute is 
8,500, including research and 1 ibrary 'professional 
staffs, members of the administrative staff, and the 
many employees who, directly or indirectly; support 
the teaching and rese^arch goals of the Institute. 
The campus is located on 125 acres along the Charles 
River in Cambridge, Massachusetts, facing the city 
of Boston. M.I.T.'s Lincoln Laboratory is some 
fifteen miles away in Lexington, Massachusetts. 

iM.l.T- offers the Bachelor" of Science and Master of 
Science degrees, the Master of Architecture and 
Mas'ter of Architecture in Advanced Studies, the 
Master i ri City Planning, the E,ngineer's degree, and 
the Doctor of Philosophy and Doctor of Science 
degrees. From modest beginnings in 1861 as an 
institution where students would "learn exactly afid 
tjioroughly the fundamental principles of positive, 
science with tt^eir leading ^appl i ca t i on s to the 
industrial arts^" the institute has grown to embrace 
teaching and research programs of distinction in 
engineering, the iphysical and life sciences, archi-^ 
tecture and planning, management, and those of^the 
h^m^nities and social s'ciences most closely related 
by me.thfid or content- to modern developments in 
engineering, science, and mathematics. 

5 



The Institute has a single campus and a single 
faculty ^erving^^^b^^h undergraduate and graduate 
students. Most of the classrooms and laboratories- 
are in an Interconnected group of bu 1 1 d 1 ngs^ wh 1 ch 
facilitates Informal Interchange between^departments 
and disciplines. With few exceptions faculty appoint 
ments a^e in one or more of the*I nsti tute ' s 24 
academic departments, but there are also inter- 
disciplinary labora-tories, centers, and divisions 
which^ prov1d*e support in numerous fields that, extend 
beyond the^ tradi tional boundaries of a single depart- 
menit, and many faculty members are associated not 
only with their home departments but also with one 
or more of the interdisciplinary activities. Most 
undergraduate students major in specific departments, 
focusing their v/ork according to their Interests. 
There are ampl e oppor tun 1 1 1 es^ f or students to share 
in the interdisciplinary activities of the facult)^ 
with whom they work^and to major in fields which 
combine more than one discipline. 

The academic programs. of both undergraduate and 
Vaduate students are based upon a core df general 
Institute and departmental requirements. There is 
enough flexibility, however, to allow*each student, 
in coVlaboration with a. facul ty. advisor , to develop 
an individual program in response to his or her own 
interests aftd preparation. ^fi^ 

Undergraduate subjects are offered by all of M.I.T./s 
depa'rtments and Schools, and students;^ programs are 
genelrally made ifp of s^ubjects from at least three of 
the Schools, some from all five. Graduate students 
frequently study in two or three of M.l.T.'s five 
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academic Schools. Undergraduate upp^rclass students 
often register with graduate students for some oif 
their jjilasses; many undergraduates and almost all 
graduate students participate, often together. In 
• advanced research. . • . * ' 

M\I,T. students come from every state In'^he. United 
States^and from 90 foreign nations; the proportion 
of foreign students at the Institute (about 18 
percent)' Is one of the highest In an American univer- 
sity. The intermixing of ages^, d-1 sci pi 1 nes , and ' ^ 
nationalities which is characteristic of M.I.T.. 
deeply influences the life and experience of every 
member of this a^cademic community,* bringing together 
students and teachers, metallurgists a nd- phys 1 ci a ns , 
biologists and a.rch1 tec'^s , humanists arpd engineers, 
y(^ung and\old. The. result is an academic enviro^im^nt 
unusual f orYts ' s 1 ngl en^s s of method and purpose'ar^d 
notable for its diversity of Interest. 



ORGANIZATION 



The Institute is chartered under an Act of the 
General Court of the Commonwealth of Massachusetts. 



THE CORPORATION 

The goverrling body of the Institute is a board of 
trustees known the Corporation, over which the 
Chairman presides. Its members 1nclude^90 
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di'Sti ngui shed leaders 1n icifnce, engineering, 
.industry, education, and /public service, and (ex 
officio) the President, (/hancellor. Treasurer, and 
Secretary of the Cor'pora^ion. Three Representatives 
of the Comrfionwea 1 th of ?)^a^sachusetts and the Presi- 
dent of the M.I.T-' Al ump i' As soc i a t i on also serve as> 
e;( officio members of th.B Cor proration. Between 
quarterly meetings t,hd Cbrporatior) functions through 
its officers and Executive Committee. 

The Corporation appoints Visiting Committees for 
each department and for certain oi^ the other major 
activities of the Institute. These Committees, 
whose member^ are leaders irj^ their respective profes- 
sions, ^lake recommendations to the Corporation 
concerning departmental activities and in turn ' 
provide counsel to the departments. 



TH E ADMINISTRATION '. 

The Institute's chief executive Officer is*the 
President. The Chancellor acts as deputy to the 
President on all matters. In addition, senior 
administrative officers of the Institute include the 
Provost, the Associate Provost, and eight Vice 
Presidents. The academic program is directed by the 
President, the Chancellor, the Provost, Associate • 
Provost, and five Deafis, each responsible for the 
undergraduate and graduate programs in one of the 
five academic Schools. The ifice President and Dean, 
of the Graduate School is -concerned with coordinating 
educational, policies of the g^raduate programs, and 
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the Dean for Stude;it Affairs Is directly concerned 
0 with allj aspects of student life, the Director of 
libraries has policy and operating responsibility 
for the M^I.T. libraries. Officers responsible for 
t^e overall administration of the Institute plus the 
Chairmari of the Faculty meet regularly in the Aca-' 
demic Council. Department heads and directors of 
laboratories and centers join them to form the 
»_jEacul ty ' Counc i 1 . 

The^Academi c Departments : Within the five Schools 
are 24 academic departments, each under the leader- 
ship of the department head, responsible for the 
program of i n s true ti on *ahd research in the disci- 
• plines it represents. The departments are organized 
under the Schools a.s follows: 



•School 0 f Arc h i tet tyre and Planning ^ 

_ ^ s. 

Archi tecture .'•^jlf 

Urban Studies aifd* Planning .* 

•;;;■'). ■. ■ J 

S chooT of Eng ineer i ng 

Aeronautics and Astronautics^ 

'Chemical Engineering • . 

Civil Engineering 

Electrical J6*ngi neeri ng ^nd Computer Science 
Mechanical Engineering. 
Material^ Science and "Engineering 
Nucl^i^j; "Engineering 
Ocean.' £ngi neer i ng 
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School of Humanities and Social Science 
Ecorvomtcs 

♦Foreign Utera.tures and^ Li ngui sties 
*Humani t i es 

Philosophy 

Political Science 
♦Pjiychlrtogy ^ v 

Alfred P. Sloan School o.f Management 

Sctiool of Science 
Bi ol ogy 
Chemi s try 

Earth and Planetary Sciences ^ 
Ma themat i cs . , 

♦Meteorology 

♦Nutrition and Food Science- ' ' 

PhyS'ics 

Interdisciplinary Laboratories : The i nt^erdi sc i pi i n- 
ary laboratories and centers have been established 
to faci 1 1 tate research i^ fields which cross the 
line of traditional disciplines* and many have been 
incubators of new fields. ^Jidmi ni stration of each 
laboratory and center is the responsibi 1 i ty of the 
faculty member who is director, Listed below are 
the Ijistitute's major interdisciplinary laboratories 
and center's, grouped according to the organization 
with which they are asslociated; 



♦Graduate degree only 
♦♦Unldergradua te degree only 
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Office of the Chancellor 

LI ncol n Laboratory ^ ^ 

Office of the Provost 
;^rt1'f 1c1a«l InteTVIgence Laboratory 
Center fOr Advanced Visual Studies 
Center for Cancer Research 
Center for Internat4ona 1 Studies 
Cllnfcal Research Center 

Division for Study and Reseanc-h In Ed,ucat1on 
HarvaTrd-M. I /t, Program In Heal th Sciences an 
Technology 
^Jolnt Center for Urban Studies 
Neurosciences Research Progr*aai ' p 

Project MAC 
Sea Grant Program 

Office of the Vice Pjresldent for Research 

B1 1 ter Natl on a 1 Magnet Laboratory 

Center for Materials Science and Tngln^rlng 

Center for Space Research 

Energy Laboratory ' 

Laboratory for Nuclear Science 

Bates Linear Accelerator 
Research Laboratory of Electronics 

jj cdJi^al . Deparrtment 
Arterl oscleros 1 s Centejr . 

School of Architecture and Planning 
Laboratory of Architecture and Planning 
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School of Engineerihg y 

Ceater for Advanced Englfteering Study \. * . 

Center far Policy Alternatives ^ ^ 

Center for Transportatiop Studies * ' 

Electric P"ower Systems Engineering Laboratory , 

Departm,ent of Electrical Engi neeri ng and Computer 
Science " - * • 

Electronic Systems Laboratory ' ..^ 

High Voltage Research Laboratory " 
Laboratory, fxjr Insulation Research y 
Strobos^pic* light Laboratory ' jy t 

Department of Ocean Engineering 

Commod'ity Transportation and Economic Development .. ^ 

Labora tory i * . 

e . ■ , ■ ■ . - ■ - •• ■ - ■ . - 

Alfred P. Sloari School o f Mana gement, - • 

Center for Information Systems fles^^rch 
Industrial Relations Section • r . 

Operations Research Center- 

Spectroscopy Laboratory ' ^ 

George B. Wallace Astrophysical Observatory 

•BjLPJiLtJGP.^iJP/.. "^th and Planetary Scien ces 
George R. Wa 1 1 a?«ij^#bys i ca 1 Observatory 
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Presldentlally Appointed Committees : » Responsibility 
for policy developme^^ and review in particular 
areas is of ten^ vested i n . comm 1 ttees appointed by the 
President. The current committees, whose titles are 
generalljf descriptive of their areas of responsibil- 
ity, are 1 isted below: ' 

Committees Reporting to the President and the 
Chancel 1 or ^ . 

Committee on Animal Care 

Athletic Board » 
Committee on Commencement 
Committee o^n Inventions cind 'Copyrights 
Community Service Fund Board , 
^ndicott House Board of Governors' ' 
Equal Opportunity Committee 

Executive Committee bf the Courrcil* for the Arts at 

Committee on Foreign Scholarships 

fpmmittee on the^Hobby- Shop 

I. A. P. PoTicy Committee - \[ " ' 

Committee on Laboratory Hazards ^ ^ . ^ 

Medical Adv i sory Board, ' v 

M.I.T. Press Editorial Board- 

M.I.T. Press Management Board 

M. I . T . -Wei 1 es 1 ey Upward Bound Steering Committee 
Committ'ee on Parking ''"''^^ 
Commi ttee on Per_son^n e 1 Pol i cy 

Committee on Preprof essional Advising and Education 

Prel aw Ad V i sory Counc i 1 

Premedical Ad visorV Council 
Committee on Privacy 

Committee on Radiation Exposure to Human Subjects 
Committee oh Radiation Protection 
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Committee on Reactor Safeguard 
Coilimittfee on .Safety . 
Standing Committee on^ the Special La'b^atories 
Student Activities Development 8oaT<^ 
Committee on the Use of Humans as Exp^imental 

• Subjects 
Coram i tide on the Visiial Arts 
WellesTey-M. r.I. Joint Committee 
WT8S Foundation Board 

Women ' s *Advi sory Group ' . 

Ad.Hoc Committee 

Advisory Committee on International Instituti^onal 
Commi tmen ts - 

Committees Reporting to the Provost 

Policy Committee the Diyisioti for Study and 

Reseafch in •Education 
M. I .T . -W. H .0. 1 . Joint Education Committee 
Committee on Operations Research 
Committee on Radio Astronomy 
ROTC Committee 

. / 

Committees Reporting to the Vice President for 
Research 

Committee on the Center for Ma t^er i al s ^ Sc i ence and 
^ Engineering 

Committee on the Research Laboratory. o»f Electronics 
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THE FACULTY 



The Faculty of the Institute consists of all meinbers 
of the instructing staff with the^ rank of Professor, 
Associate^r Professor , or;\ssistant Professor, Profesn. « 
sors Emeriti having part-time appointments, cer^tain 
designated instructors and research associates, and ' 
'a number of administrative officers (ex o^ficiis). 
Officers Ofthe Faculty^are thh President and the 
Chancellor of the Insti tute , .and the Chairman, the ' - 
Associate Chairman, and the Secretary of the Faculty. 
The^Pres i den t presides over meetings of the Faculty 
and in his absence, the Chairman. 

Educational policy for the Institute is determined 
bg the Faculty. The Faculty meets regularly each 
month during. , the academic year to deal wi th ma tters 
delating* to educational policy, methods, curriculum 
and degrees, both undergraduate and graduate, the 
Faculty develops and carries out policy through its 
standing committees. The Fa cu 1 ty, Commi ttee on 
Educational Policy (C.E.P.),- which includes student 
members, formulates and ar t i cu 1 a tes o vera 1 1 tinder- 
graduate education policy, sponsors educational 
experiments, and coord i'na tes- much of the Faculty 
business. The Chairman of the Fa'iMilty is ric officio 
Chairman of the^C.E.P. Other committee? of the 
Faculty, whose composition and duties are defined in 
the Rules and Regulations of the FaciMty are the 
f ol 1 owi ng : Acad em i c Perf orman ce , Curricula, Disci- 
pline, Graduate Sch6ol Pol i cy , Indus tria 1 Liaison, 
Library Systems, Nomina^\ons, Outsi'de Professional 
Activities, StuderU Environment, and Undergraduate 
Admissions arrd Financial Aid.* The. Staff Section of 

r 
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the Staf f-Adminlstration Committee 'is* also a standing 
committee of the Faculty* 



COUNCILS OF THE FACULTY ANO AOMINISTRATION . 

Communication and exchange between and within the 
faculty and the ffdmi ni s tra t i on are facilitated 
thro-ugh the three councils whose membership is shown 
below. The Acadei^c Council me^ts, weekly to confer 
on matters of Insti tute pol icy . The Faculty and 
Administrative Councils normally meet once a month 
during the academic year and, in addition to the . . 
members of 'the Academic Council, include representa- 
tives to ad^vise on policy questions from the depart- 
ments and professional cours9^§, i nl^erd i sc i pi i nary 
laboratories, and admini strerVi ve offices. ^ 

ACADEMIC COUNCIL ^ a - , 

PreSideift (Chairman) 

Chatl?cellor (Vice Chairinan and Chairman, 

Administrative Operations Subgroup) 
Provost (Cha irman , Educational Programs Subgroup) ^ 
Asso^-a-te Provost 
Vice President ( Se'cret?^ry ) 
Vice President , Operations, . ■ 
Vice President for Administration and Pers.onnel 
Vice President and Oeanof the Graduate School 
VJce President for Research 
Vice President for Fiscal Relations . * 

Vice President, Resource Development ^ 
Vice President for Financial Operations 
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Dean of the School of Architecture and Planning' 
Dean of the rSchool of Engineering 

Dean of the School of Humanities and Social Science 
Dean of the Alfred P. Sloan School of Management 
Dean of the School of Science 

Dean for Student Affairs a * 

Chairman oftheFacul^ 
Director of Libraries 



K34.2 FACULTY COUNCIL 



President ^Chatrman) ^ 

Chancellor (Vice Chai rman ) 

Vice President (Secretary) . * 

Qhairman of the Corporation 

Members of the Academi c *Counc i 1 

Heads of Departments 

Secretary of the Institute 

Assoc i ate Chai rman *of the Faculty 

Secretary of the Faculty 

Director of the FrancisBitter National Magnet 
^ Laboratory 

Director of the Center for Advanced Engineering - 
Study 

Director of the Center for Advanced Visual Studies 
Director of the Center for Cancer Research ' 
Director* of the Center for International Studies 
Director of the Center f or 'Ma te r i a 1 s Science and » 
Engineering 

Director of tire Center for Policy Alternatives 
Director of the Center for Space Research 
Director of the Division for Study and Research in 
Edu ca ti'op 

Director of the Energy Laboratory ^ 

0 
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Director of Ue Harvard'-M. I . T. Program in Health 

Sciences «n(^<i:^chnology 
Olrectbr of the Lafaar^tory for Nuclear Science 
Director of the Lincoln Laboratory 
Director of the Operations Research Center 
Director of Pr.oj|ct MAC 

Director of the Research Laboratory of Electronics 
Director tj^^ the Sea Grant Program ^ ~ , 
Director of the Spectroscopy Laboratory 
Director of Admissions 
Director of Athletics^ 

Director "'of Information Processing Services 
Director of the M.I.T. Press 
Medical Director 

Director of the Office of Sponsored Programs 
Beg 1 s trar y 
Director of ^Student Financial Aid 
Director of the Summ_er Session^ * , 

Associate Dean of the School of Engineering / 
Associate Dean of the School of Humanities and 

Social Science . " . - 

Associate Dean of the Alfred P. Sloan School of 

Manageme^nt 

Representative of the Office of ROTC Programs 
Executive Vice President, Alumni Association 
Special Assistant to the. President and^Chzffccel 1 or 

forewomen- and Work 
Special- Assistant to the President and Chancellor 

for Minority Affairs ^ . ^ 

ADMINISTRATIVE COUNCIL \(f 

President (Chairman) 
Chancellor (Vice Chairman) 
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Vice President^ (Secretary) • * 

Provost - • 

Director of Admissions 
director of Athletics 

Director of Career fl a nn 1 ng and P^lacement 
DiVector of Graphic Arts and, Audio-Visual Services 
Director of'Housing arfd Food Services ^ 
Director of the Office of Sponsored Programs — 
Director of finance • 

Director of the Indus tri a V L i a i son Office' 
Directoj: of Information Processing Services 
Director of Lincoln Laboratory 
Medical Director 

Director of the M. I. T. Associates 

Director of the News Office 

Director of Personnel Relations 

Director of Personnel Services 

Director of Physical Plant ,*p\ 

Director of Planning -f^^'t 

Director of Purchasing ' : ^ 

Director of the Institute Real Estate Office 

Director of Resource Operations 

Director of Resource Planning 

Dire.ctor of Student Finan'cial Aid 

Dire^ctor of the Sijmmer Session 

Registrar 

Associate Chairman^of the Faculty 

Associate Dean for Adml ni siratfftn of the Alfred P. 

Sloan School of Mana^gemei^^t 
Associate Dean of the School of Engineering 
Ass'Ociat'e Dean of the "School of Humanities and 

Social Science 
Assistant Dean for Minority Af.fai^s» Graduate School 
Assistant Dean 'for Student Aff a j rs 
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Associate Treasurer j 
"^Executive Vice President of the Alumni Association 
Editor of Technology Review 
Comptrbller' 
Ch*1ef'1* Campus Patrol 

AssOiCiate Director for Adml n i s tra*t 1 on , Medical 
Department 

/rssociate Director for Library Services 
Special Assistant to the Pr^^sldent and Chancellor 
' for}M1nority Affairs - 
Special Assistant to the President for Urban 

Rela-tions * 
Special ♦ Assistant (o the President and Chancellor 
^ for Women and Work 
Assistants to the Provost 

Assistant to the Vice President, Adrril n 1 s tra 1 1 on »and 
PQ^rsonhel 

Financial Vice President and Treasurer of the Alumni 
Association 

Executive Assistant to the Vice President for 
Operations , 
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2.10 OBLIGATIONS OF THE FACULTY 



Peaching ^nd research are the primary functions of 
the Institute and are nourished" by efficient and 
imaginative administration. Service to the community 
and nation is ah inherent obligation. These four-- 
teach 1 ng research , administration, and public 
service--are essential features in the M.I,.T. program 
and make comparable demands on ability and devotion. 
« * 

When the performance of faculty members is appr^iised, 
every effort will be made ta give equal • consideration 
to'high achievement in any of these fields, and the 
value^f their total contribution will be measured 
not only by the extent and nature of their activities 
but also by the effectiveness with which they are 
pursued . 

The contributions of a faculty member are not, 
however, measured solely by activities d-irectly 
related to Institute progr^ims. The tfbjectives of 
the Institute are served and its programs enriched 
by the active participation of'its faculty in outside 
activities which contribute to the advancement of 
their profession or provide an opportunity for 
professionaj^'^owth through 1 nteracti on ^wi th indus- 
,trial , economic. and social life. 

4 
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The Institute f'ecognize-s outstanding contributions 
and achievement not only by appropriate salary 
advancement and promotion but also by permitting 
faculty members greater freedom in arranging the 
details of their academ i c 1 i f e . ^ Th 1 s increased 
latitude is, however, subject to an overriding 
principle. The primary loyalty of a full-time ^ 
member of the faculty must at all times be to the 
Institute. This obligation underlies all others.^. 



2 . 11 ACADEMIC ACTIVITIES ^.^ 

In accepting an appointment, full-time inembers of 
the faculty agree to place, the*1r professional careers 
within the scope of the activities of the Institute. 
The relationship thus created is based on the. faculty 
^ ^ ^ member's readiness to serve the Institute In ways 

best calculated to carry out the Institute's objec- 
tives and obligations and to promote his or her own ^ 

0 

professional development. 

In pursuinq this goal, faculty members should keep 
irr mind the importance of the following activities, 
which are essential to the overall program of the 
I ns 1 1 tut e . 

Teaching : Teaching of Inst1t;ute students In formal 
. " classes and laboratories, iii ihformal groups and 

conferences, and by collaboration on research 
projects. 
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Preparation for such teaching by keeping abreast of 
current developments and studying ways to present 
the subject matter more effectively and improve 
teaching skills. Pa rt i c i pa t i on t n curriculum devel- 
opment and in preparation of syllabi, laboratory 
manuals, texts, /'and other material written primarily 
for their value to teaching. 

Providing counsel, guidance, and example to students 
in relation not only to their academic programs but 
also to their professional standards and ge/ieral 
welfare. Participation in student life to aid 
students in broadening their horizons and preparing, 
them to be responsible citizens. 

Research and Scholarship; Research in all forms 
carried on to advance knowledge, develop its practi^ 
cal applications or improve an art, and which is 
thus of' immediate or ultimate public benefit. 

Contributions to scholarship resulting from research 
and study,, including publication of books, articles, 
and reports. Contributions to the journals, meetings, 
of other activities of professional organ i za t i on s of 
such a nature as to advance the profession. Writing 
of papers and texts primarily for their professional 
value. 

Admin istration: Participation in the administration 
.of the Institute, Including membership on committees"' 
of the faculty and administration, planning of ^ 
Institute-wide functions, and contributing to depart- 
mental,^ adml n i s tra t i on , to the development of the 
junibr staff, and to interdisciplinary collaboration. 
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Pi^bTl'^^^JI^J^-' Service designed tp strehg-then ' 
other. educational institutions here and abroad, * 
assist the work of private institutions maintained 
for. the publ'ic benefit, or otherwise contribute to 
the welfare of the community and genera 1 , publ i c . 
Activities in professional societies of such nature 
as to advance the prof ess ion . Advice and consulta- 
tion to governments and service with agencies of 
government. 

' •■' , 

OUTSIDE PROFESS I ONAl *ACT-I VI TIE^S . ^_ _ 

The Institute believes that its educati*onal program 
and'ef f ecti ve teaching in all its aspects can flour- 
ish only when sustained by continuous, active parti- 
cipation of its faculty in researcti, enriched in 
many cases by interaction v;ith industrial, ecanomic 
ondsociallife. 

This interaction, including outside consi/lting 
service to and research for government and industry, 
is of greatest vaiue when it contributes signifi- 
cantly to the public welfare, offers an opportunity 
for* professional challenge and growth, or otherwise 
enhances the effectiveness of. a faculty member's 
service to the Institute. 

However", the magnitude of such outside prof ession4,l 
activity and. its rate of growth are such that orderly 
procedures must be followed to ensure the evolution 
of policy to avoid ethical and legal conflicts of 
Interest and to ensure that such activities do not 
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confljct with the proper discliarge of Institute 
responsibilities. Essential to the effectiveness of 
such procedures are (a) compl ete, dtsc 1 osure of 
outside professional activities, and (b) the avail- 
ability of the best advice and consultati,on that can 
b^ obtained in any questtonable situation. 

P i sc 1 os ure and. Con sul tat ion : liaison between -the 
head of a department and faculty memi)ers is the 
principal means of communication and disc 1"0 sure in 
matters involving outside pro-fessional activities. 
The following procedures are to be followed: 

a. It is the obligation of faculty members to keep 
their department heads continuously informed in 
adequate detail as to all outside professional 
acti\;ities, service on external committees, and 
otherspecial, assignments.. 

b. It is the further obligation of faculty members 
to discuss with their department heads the assumption 
of outside activitp^e? which are nev in scope'or 
kind, includirfg patent arranjgeipent5 ,. .before entering 
an agreement to undertake them. This is particularly 
true of those outside activities, such as direct' and 
active management obli.gations In outside business 
entities, which are normally i ncompati bl.e wi'th the 
performance of Institute obligations. 

X 

Situations of unusual complexity or those incapable 
of sati sfacto ry resolution between faculty members 
and their department heads may be referred to the 
Faculty fommittee on Outside Pr o f ess i ona 1 'Ac t i v i t i es 
either by the department h<ead ,or by the individual 
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concerned'. Hawever, c'onsi^l4:ation *wi th a department 
head or the dpmmlttee ia no way relieves the faculty 
members of full responsibility for their actions. 

Standards and Criteri a : Wh,ere personal responsibil- 
ity , .integrity aft'd^high e'thical standards are the 
principal factors^ IV avoiding conflicts of interest, 
the Institute expects that all members'of the faculty 
will conduct their outside activities In a ma^rtner 
which reflects cred 1 t on »themsel ves , thei r profession, 
and the Institute without need for' specific criteria 
or rules of conduct. The principal saf e/guar^ds- 7' 
a'galnst abuse are the standijrds required by profes- 
sional co 1 1 eagues and the rigorous procqss by whict * 
the Institute evaluates and selects Indivfduals for 
appointment and promotion. ^ 

* p 

Son^e, situations , however, Involve un1q*ue knowledge 
and understandi ng, *or are su f f 1 c 1 en 1 1 y coirTpl ex ttiat 
judgments may differ on whether there is conflict of 
interest. Individuals of th& highest Integrity may, 
'therefore, 4jnknow1ngly pi ace^themsel ves In situations 
whjcre conflt^cts exist. It' 1,^ in such areas of doubt 
that the estaM ishing of ^ijuidel IneS or cri^rla may 
be useful and necessary. As the Committee on Outside 
ProfessiORal Activities partici patesJ i n the discus- 
sion and resolution of s1tuat,1ons of this type, the 
resulting practice a"nd precedent will constitute and 
evolve into guidelines both for the overall judgjnent 
of the Committee and for the Individual judgments 
exerc i sed^by department heads. Such guidelines will 
tfrom timo to time communicated to faculty members 
Mn an appropriate manner. : p 
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RELATIONS OF SENIOR AND JUNIOR FACULTY 



The involvement o^, junior members of the faculty in 
"outside professional activities is important to 
tlreir professional development.. Senior faculty can 
assist junior faculty in developing such 'ac t i v i t i es 
by offering potential opportunities to junior facfulty, 
and giving them advice in s.uch ac'tivities, both with 
respect ta technical and ethical issues.. It is 
important, however, that the senior faculty do nd't 
prejudice their positions with respec^t to judging 
their junior faculty in. issues of promoti on ,and 
tenure by virtue of outside professional )activi ties 
in collaboration with junior faculty members, ndr 
should senior faculty allow internal relationships 
with junior facul ty to influence external relation- 
ships, expectations, or ass i gi^men ts . Any new involve- 
ment or change in outside professional rel a tions -of 
senior and junior faculty should be approved by the 

■ department head after joint; discussion wiph both 

-senior and junior f a cul ty concerned . 

RELATIONS OF FACULTY AND STUDEI^TS 

Part-time involvement of students in the outside 
professional act'ivities of faculty may under certain 
conditions offer the potential for substantial 
benefits to the education of the student. Such 
;^tivol vement, however, should be controlled in a 
fhaXner and under c i rcums ta nces i n which the student's 
academic duties and rights are no.t infringed or 
prej'ud i ced . Approval should in any case be given 
explicitly by the department head after jliscussion , 
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with the faculty member in the p-resence of the 
student.*. » 



2.12.3 


. RESPONSIBILITY OF THE D 


EPARTMENT HEAD 









It IS a responsibility of department heads to ensjjre 
that members of the department are familiar with^« 
Institute policies and procedures relative to outsi^de 
professional activities. 

The role of the department head in regard to such 
matters further includes: 

a. Being currently informed* as to the outside 
prpfessional act i v i t i e^, of members of the depart/ment; 



b. Advising fatuity members so that they may. avoid 
conflicts of interest or situations whifh may 



li fh I 

adversely affe'ct the Institute; 



c. . Supervising especially outsfde professional 
activities when senior and junior faculty and stu- 
dents in the department are associatedtogether to 
make cle^r to all parties the necessity to safeguard 
the academic re 1 a tionshi Pi 

d. Consulting the dean of the School and/or the 
'Faculty Commi tte^^ ■ on Outside Professional Activities 

in situations where they or faculty members wi.sh 
s u c h a d V i c e . 

\ 

In addition to theforegoing procedure, each depart- 
ment head shpuld ascertain* about May 1 of each year 
for the academic year then drawing to a close, the 
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patune and extent of the outside prrof essional acti- 
vities of members of the department^ not"^ i'nclud i ng , c 
however, the incoijne derived from such activities. ^ 
Information of the following type v)iirin most cases 
prove u5,eful : ' . . 

a. The number of days spent qn'outside professional 
activities having as t h e^' r primary objective service 
of the type- performed for professional societies, 
for government and i ndust ry committees, review 
boards and panels, or for other educational institu- 
tions a ad for whi ch compen^sation is normal ly 
incidental; 

b. The number of days spent on compensated outside 
professional activities (but not to include the 
amount of compensation derived therefrom); 

c. Jhenature of the relationship involved in the 
outside connections of a faculty member; 

d. The extent to whidh a company in which a faculty 
meirber is involved does business with M.I.T^ and 
information on any significant financial interest 
the faculty member may have in such a company; 

e. Names ajpd responsibilities of commjLttees (in 
government or ' industry) on which the. faculty member 
serves.' 

Such an annual review should be of assistance in 
revealing the general pattern of such activities by 
members of the department. It should aid the depart;:^ 
ment heads in consultations with their deans, -and at 
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meetings of the Faculty Council, and will on an 
o.verall basis, without Impairing the privacy of an^ . 
individual, provide the Faculty Committee on Outside 
Professional Activi ti es :w1 th a useful source of 
guidance. 

The fact th'at such a review is made once a year 
should not obscure the principle that faculty members 
keep their department heads currently informed 
concerning their outside professional activi ties'. 



FULL-TIME SERVICE 

' ^ " ~~ 

The obligation inherent in full-time servjce is 
difficult to define siacfe in academic life it means 
far more than a stated number of hours per week. It 
jmplies controlling interest, loyalty, and first 
responsibility to the Institute and, therefore, 
must remain loosely defined, depending on- principle 
rather than forTnu^laj- When it has been necessary for 
pra cti ca 1 .^rea sons to be more sp«iffic, the Institute 
has genera 1 ly c^ran ted fuTl -time members of the 
faculty the p.rivilege of devoting an average of 
about one day per week to their outside personal 
professional activities. 



I .A. P. POLICY- 



The January Independent Activities Period (I..A.P.) 
is a three and a hal'f week Interval between the fall 
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and 'spring semesters devoted to independent study, ' 
research, and other activities witho^iit the pressures 
associated with the curriculum and degree recfuire- , 
ments of the regular term. Students are notrequired 
to be on campus, and adtiyities for credit are 
deemphas i zed . Many faculty members and students • 
continue their regular work or undertake new indivi- 
dual projects in concentrated ' fash i on , but about 500 
s pec ia1 c ti vi t i es are organized each year by stu- 
dents and faculty and are publicized in the Guide to 
I .A.R,. Activities as an invitation to participation 
by others. 

14.1 FACULTY AND DEPARTMENTAL RESPONSIBILITIES ^ 

^ ■ » 
Contributions of the faculty and departments are as 
critical to the well-being of I. A. P. as to the 
regular semesters. The flexible, unstructured 
nature of I. A. P. and the degree, of freedom students 
have create an ambience, in which individual faculty 
members are often unsure what responsibilities and 
opportunities I. A. P. holds for them. 

Since academic-year appointments run from September 1 
to May 31, they encotnpass I. A. P. -Faculty members 
are expected to p 1 an ;t}ie i-n I . A . P . activi.ties within 
the framework of their commitments for the academic 
year. In an effort to rempve as much ambiguity as 

possible, the faculty voted to incorporate in its 

J' 

I. A. P. resolution the following statement from the 
Committee on Educational Policy: "First, every 
department should establish for I. A. P. a pattern of 
operation which makes its faculty accessible to 
students on the widest and most varied basj^s 
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consistent with maintaining normal levels of research 
and outside professional activity. Second, every 
department ^should try to achieve an equitable 
distribution of academic responsibilities among its 
faculty during the nine-month period of each acadiBmic 
year, in-cluding I/A.P., and-if inequities should 
arise, it should seek to correct them in succeeding 
years. It^'is up to each department to establish 
unambiguous internal policy practic'ally conducive to 
*these ends and to enunciate such policy clearly." 

For further information ovr I . A . P . r es pon s i b i 1 i t i es , 
see the special I. A. P.. Policies and Procedures 
issued each year by i.the I. A. P. Policy Comrrittee,. 

APPOINTMENT POLICY - ' 



THE ANNUAL SALARY PLAN FOR FACULTY 



'Full-time faculty members at M.I.T. are paid through 
an annual 5ala*ry plan. It is the Institute's intent 
under the plan to encoura^^ creative activities 6n 
the part of the faculty during the summer months. 
The major features of the plan are: 

a. All regular members ofv the faculty plus. Senior 
Research Scientists pnd Instructors are considered 
to be employed for a 12-month period which coincides 
with the Institute's fiscal year of July 1 to June 30, 
including theOanuary Independent Activities Period. 
Lecturers and Technical Instructors may be included 
in the Annual Salary Plan at the option of the 
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department. Visit-ing faculty and staff members are 
pot included "in the annual salary plan. 

b. Salary payments to academic staff members under 
the H.I.T. Annual Salary Plan are made monthly 
during the fiscal yea a 1 though the staff member 
will normally fulfill his or her academic responsi- 
bilities during the first and second terms including 
participation during Independent Activities Period. 
In parti culajp,- the one-month Independent Activity 
Period ^rrfOanuary is a part of the regular nine- 
month academic year durjng which acad^nic staff 
members carry on teaching, research/ and othfer 
duties as part of their normal annual obll gat i on s 
without additional compensation; nor will salaries 
of staff members fcfe otherwise augmented from fujids 
administered by 'H.I.T. for services performed durl ng 
the academic year on behalf of any department or 
progfram of the Institute, except under ex traord 1 r^ry 
circumstances and then only with the prior approval 
of the Chancellor. 

c. The use of the Annual Salary Plan creates a 
variance between the salary payments made to the 
faculty member and the salary earned through service. 
The result is that if a faculty member Viishes to 
resign before the start of the first term, the 
appointment is considered void and the Individual 
will be obliged to return to the Institute the pay- 
ments of the annual base salary received for July 
and August/ Further, if a faculty member wishes to 
resign as of the end of January, there will be no 
payment for the month of January because payment 
will have been made for one-half of the annual base 
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salary as of "December 31. If the faculty member/ . 
wishes to leave at December 31, one-half of one j 
month's pay at the 'charging rate (one-ninth the 
Individual's annual salary) must be returned 4:o the 
Institute. If tKe faculty member wishes to* leave as 
of May 31, the salary will con t i nue 'through June 30. 

d. Teaching appoint'ments are made with the under- 
sta^nding that whenever needs of. the academic deparf- 
ment require teaching duties during the summer 
months, the faculty member v/ill be paid an additional 
sala ry for this service at a monthly rate of. pay* 
proportionate to the individual's Annual Salary Plan 
d i vi ded by n i ne . 

f 

e. In order to insure the availability of at least 
one monl:h per year for rest and r^elaxation for all 
of the teachin^g staff, no individual will be paid 
more than eleven-ninths of his or her a'nnual plan 
salary in any one fiscal year. This applies to all* 
individuals receiving supplementa ry summer compensa- 
t.ion for additional teaching duties as well as 
sponsored researc^h. When a* faculty member partici- 
pates in a "Special Summer Program," his or her 
salary will not he governed by formula, but will be 
negotiated with the Director of the Summer Session 
subject to the approval of the faculty member's 
lAotal summer program by the department^ead . Prior 
approval of the Chancellor is required if the total 
compensation is proposed to exceed twelve-ninths 'of , 
the individual's annual salary. 
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2>15.2 AFFIRMATIVE ACTION SERIOUS SEARCH POLICY ^ 

In^ furtherance of*M.I.T.'s commitment to affirmative 
^ action In the employment of women and members of 

minority groups, Institute poljcy requires that 
approval of ^the appropriate Appointments Subgroup of 
the Academic Council be obtained prior to making an 
offer of appointment 'to an Individual for a position 
on the faculty or ^s an Instructor, administrative 
staff, or sponsored research staff member. The 
recommenda t'i on/wl 1 1 be evaluated on £he basis of 
evidence prov/(ded of a broad ano serious search for 
qualified ca/dl da tes 1 nc 1 ud 1 ng women and minprity 
candidates/ Further information on the procedures 
relating to this policy are found in the Institute's 
Affirmative Action Plan. 



2.20 APPOINTME NT AND TENURE POLICY FOR THE FACULTY 

The ideal attributes of any departmental staff, 
taken as a group, are creativity, prof ess tarra^L-'^ 
^ competence and leadership, ability and desire to 

teach, and wlllingiiess to cooperate with other 
departments in promoting the work and welfare of the" 
Institute as a whole. Thus, within 'each department,' 
there are recognized ppportuni ti es for different 
types of individual contributions to these several 
ends. It is the duty of the administration to 
en^re, within^ any department, not only a proper 
balance amo.ng these activities but also the mainten- 
ance of each at the highest level, together with 
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suitable recognition of Individual achievement and 
service. ' 

Each appointment or reappointment to the Faculty 
should be based unequivocally on the* reasonable 
belief that the appointee Is the best candidate 
available under the terms of the appointmer^Jtr It Is 
also essential that each promotion to a himier rank 
'be based on an appraisal of the Individual's qualifi- 
cations that Is sufficiently broad and objective to 
ensure the preservation of those standards of 
professional and academic attainment by which the 
rank Is characterized both within^ H. I. T. and at 
other Institutions of the f 1 rst ^"^03 1 1 1/. 

ACADEMIC APPOINTMENT PROCESS 



To maintain these standards, promotion to the s>ucces- 
slve professorial ranks Involves an increasing 
measure of participation and review by the appropri- 
ate academic School, acting through Its council or 
by such other means as It may choose; monitoring and 
surveillance by the Provost and the Academic Appoint- 
ments Subgroup of the Academic Council; the consider- 
ation of both Internal and external assessments of 
the candidate's research ability and professional 
promise; and review and evaluation of teaching 
performance and of other contributions. 

Tenure recommendations are made on the basis of a 
fiTOSt thorough review at each level, culminating In a 
dqtalled examination of each recommendation for 
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tenure by the Academic Appointments Subgroup of thB 
Academic Council. Whenever possibly, the tenure ^ 
review is Initiated o^n a preliminary basis a year or 
two in advance of the time of decision. Final 
approval of all academic appointments and promotions 
rests with the Executive C6mmittee of the Cogfpbra t i on . 

A professorial appoi ntment , including a tenure 
appqi ntment , normally obligates a faculty member to . 
render full-time service to the Institute. In those 
special instances where full-time service is not in 
the best Interests of both parties, an appointment 
may be made with a specified part-time obligation. 
The specified obligation of the individual faculty 
member Is inherent in the appointment, and any 
change thereto must be 'approved through the academic 
appoi ntment process. Appoi'htments to the Faculty 
a remade without prejudice with respect to current 
or Vtential ch i 1 d - rear i fto responsibilities which 
mighj require periocfs of part-time service or leaves 
of absence. 



P R O F ESS 0 RIAL ^ APPOI N J T S ^ ^ ^ 

The Faculty of the Institute consists pf those 
members of the Academic Staff with the rank of 
Professor, Associate Professor, or Assistant Profes- 
sor, but not including Adjunct Pro.f^ssors; Professors 
Emeriti ha^i ng-^art-time appointments; certain 
designated instructors and research associates; and 
a number of administrative officers ex officio, 
according to the rules of the faculty. 
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In addition to, the three customary professorial 
rBnks» Professor, Associate Professor, and Assistant 
Professor, M.I.T. recognizes four other professorial 
appointments: Institute Professor, Special Faculty 
Professor, Visiting Professor, and Adjunct Profe&sor 

INSTITUTE PROFESSOR 



The title of Institute Profes^Jir is an honor bestowed 
by the faculty and administration of M\l.T. on a 
faxrulty colleague who, has dekonstrated exceptional 
distinction by a combination of i eadersh i p , accom- 
plishment, and service in the scholarly, educational, 
and general intellectual life. of the Institute or 
wider academic community. The honor recognizes past 
contributions and provides the holder with an oppor- 
tunity for continued and expanded contributions. A 
person holding an Institute Professorship enjoys a 
distinctive position of freedom and prestige among 
the facu^lty. ^ - 

The special nature of the title is indicated by the 
limitation on the number of active Institute Profes- 
sors - -usua 1 1 y no more than, twelve at one time. 
Highly regarded as a symbol of recognition and 
distinction, the Institute Professorship is not 
considered to be a fourth and highest faculty rank. 
It honors individuals who have made, and are expected 
to make, extraordinary contributions to our intellec- 
tual and collegial life. ' 

Its criteria and appointment procedures are distinct 
in emphasis and nature from those associated with 
regular appointments annd promotions. 

38 



52 



Nominations for an I ns t i tute Prof essorsh i p may be, 
made at any time by M . 1 . faculty members. Prefer- 
ably the nomination should be made by faculty members 
representing different departments and, if possible, 
different schools at M.I.T. On receipt of a nomina- 
tion, the Chairman of the Faculty consults with the 
Academic Council with three questions in mind: (i)' 
is there a good prima facie case for the qualifi- 
cations of the nominee making it worthwhile to 
proceed further? ■ (ii) would the appointment unduly 
i Tivr ^ a s e the total number of Institute Professors? 
(ili) would the appointment lead to a disproportion- 
ate distriibution^of Institute Professors within the" 
different segments of M.I.T.? If this consultation 
suggests that the procedure shbujd be carried 
forward, the Chairman of the Faculty, Jointly with"^ 
the President, convenes an ad hoc faculty committee 
to evaluate the qualifications of the named candidTtfe 
and to make a documented recommendation to the 
President. This-^aculty committee should Include 
members from several departments and should have 
representation as well from outside M.I.T. 

SPECIAL FACU LTY PRO^SSOR^ , ^ 

This professorship is unique, having been established 
by the Faculty in July 1971, to be held by the then 
retiring President, thereafter to lapse. The duties 
include lecturing and teachirvg as the incumbent- 
desires, concerning himself with the welfare of 
M.I.T. as an institution for education and research, 
thinking about its problems, and making his find'ings 
known . 
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V I SI TING PROFESS OR _ * ^ 

A distinguished scholar who is a member of the J 
faculty of anothe^ institution may be eligible for 
appointment as Visiting Professor i rv the appropriate 
raak on a year-to-year basis pr for* part of a year. 
Such appointhient carries no implication of academic 
tenure.: * . 

ADJUNCT PROFESSOR 



Appointments to the rank of'^djunct Professor are ^ . 
made only to practi tione^rs whb'^h^ve developed a high 
level of expertise ia fields of p^articular importance 
to ttife M.I.T. faculty and v/ho demonstrate as well a 
deep commitment to teaching and research. 

The responsibi 1 1 ties of an Adjunct Pr^essor include, 
but are not limited to, teaching and conducting and 
.supervising research. Each appointee shouldteach 
at least the major part of one subject per academic 
year, may be the instructor in cH^arge Of subjects of 
instruction, may supervise theses wi th depa rtmen ta 1 
permission, and may be p-rincipal Investigator on 
research pro j ects . 

Appointments may be made only at the rank ^f Adjunct 
Professor; the title Is as follows: "Adjunct Profes- 
sor of Appointments are part- 
time, may be made for a maximum of three years 
duration, and may be renewedl The total commitijient 
of an Adjunct Professor over^Ntjeduratlon of the 
appointment shall not normally cxcSud an average Of 
50 percent. Ad junct Prof essors a p p o i rS^bffT'f o r half- 
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time service are ^1 igibl e f or pa r t i ?: i pa t i on in^the 
Retirement Plan and other staff benefits, except 
those wh^ich are unique to the facu.lty. Such appoint.- 
me'nt carries no implication of academic tenure ntTr 
membership on the Faculty. 



2.23 PROMOTION AND TENURE POLICY 



er|c 




Rules of Tenure:' The rules of -^^etTure may be summar- 
ized as fo 1 1 ows : 

a . Appointment as Professor carries tenure. 

b. Tenure must be granted Associate Professors with 
a total of seven or more years of service if they 
are continued after age 35. 

c. Promotion to Associate Professor must be granted 
Assistant Professors with seven yeans of service if 
they are to be continued. 

d. Tej^ure a ppo i ntmen t s wi 1 1 not be made in the 
•ranks of I n s true tor , Assistant Professor, and Visit- 
^i ng ProfeS;Sor . ' 

e. ►DepartnTent heads. must review annually with every 
member of the faculty of that department not, on 
permanent tenure tha t i nd i v i dua 1 ' s prospects for 
future and permanent a ppoi n tmen t a t the Institute. 

f. Effective July[l, 1976, no t i c e to Ass i s tan t ahd 
Associate Professors of nonrea ppo i n tmen t will be 
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given in writing in accordance with the following 
standards: 

1. Not later than March 1 of the first academic 
year of service, if the appointment expires at the 
end of that year; or, if a one-year appointment 
terminates during an academic year, at least three 
months in advance of i ts teirmi n^iti-on . 

2. Not later than December -1 5 of the second academic 
^ year of service, if the appoi rrtmen t expi res^ at the 

end of that year; or, if an Inifial two-year appoint- 
,ment terminates during an academic year, at least 
six months in advance of its termination. 



3. At least twelve months before the expiration of 
an appointment after two ar more years at the 
Institute. . 

Quring the period of transition to Jnjly 1 , 1976, it 
will continue to be our policy that not later than 
December 1 of the last academic year in their terms, 
ofappointment, all Assistant and Associate Profes- 
sors must be officially notified whether or not they 
are "to be reappointed, except irv the case of an 
Assistant Professor whose appoi ntmen'f at the Insti- 
tute is for' one year. 

g. Permanent tenure applies only to academic rank, 
not to administrative position; for example, depart- 
ment heads do not have permanent tenure in that 
position, but only in their academic rank. 
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Definitions: The f o 1 1 owi ng def i n i t i ons are used in 
carrying out the tenure policies: 

Years of Service: A year of serviqe means equivalent " 
full-time Academic service as an M.I.T. faculty 
member, including ful 1 -time service in any rank of 
Visiting Professor but excluding service as an 
Instructor. One yea£.r of Vecoghized professional 
leave counts asr one year of service, bu't recognized 
professional leave in excess of one y6ar or personal 
leave of any length is not ordinarily counted. 
Equivalent full-time service allows. the addition of 
fractions of years representing part-time service; ^ 
for example, an individual with half-:time app(HRtment 
for one academic year is deemed to have one-half 
yearof service. 

Determination of Aqef : A person's age at his or her 
birthday next preceding July 1 in any year holds for 
administrative purposes throughout the ensuing 
academic year. For example? appointment at age 37 
means an appointment effective on the July 1 imme- 
diately .after one has become 37. 

Termination of Tenure : Permanent tenure is not an 
inescapable legal obligation; it is a principle of 
administration. Gross misconduct, criminal acts, or 
serious disregard of duties may lead to termination 
of tenure rights. Howeve^ arty action by thfe admin- 
istration leading to termination of tenure must be 
^ demonstrably in good faith and fcfllow due process. 

It has always been a valid objection to an'institu- . 
tion's granti ng permanent tenure to a large portion 
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of its faculty that neither the i nsti tuti on nor l.ts 
younger memb-ers have su f f i c i en t pro tec ti on against 
the occas ionaU f acul ty member who fails to fulfill 
the obligations of his or her position. If, in th^&' 
op.inion of the administrative offic.ers, a member of 
the faculty having permanentte^urefails to meet 
reasonable standirds of performance, it is expected 
that dis^iplina r.y action will be taken. Any such 
action should be preceded by a warning, and if this 
does notresult in impr#ved performance, the disci- 
plinary action may take the form of a reduction in 
the faculty member's salary. 

When action proves to be necessary, the member of 
the facu/^^ty involved is entitled to a review of his 
or her xase by a committee appoi^'nted by the President 
in consultation with the Staf f-Admi n i strati on ^ 
Committee. 



INSTRliCTOPSHIPS 



The regular Instructor appointment outlined in the 
following section is the first step toward the 
professorial and tenure ladder and provides an 
opportunity f or eval uati nq an individual's qualifi- 
cations for eventual promotion to the faculty. 
Appointments as Technical Instructor and Non-Resident 
Instructor fill specialized needs,- while appoint me nts 
as Instructor-G are available to graduate students 
having exceptional teachinq ability. 
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The d 1 s t i nc t'forv be tween a graduate student being 
appointed a regular Instructor or an Instructor-G is 
based upon the anticipated continuation of the 

.individual as determined by the appointing depar^ent. 
If the anticipated c'ontributlon i s a^ or near that 

N)f an academic staff member, with a corresponding 
salary, the appointment of regular Instructor is 
appropriate. 



2.24 . 1 INS TRUCTOR 



Instructors should either have a doctoV-ate or equi- 
valent professional degree or be working toward one 
with reasonable expectation of success. Reappoint- 
ment should depend on satisfactory progress toward 
an adva/iced degree and a demonstrated interest in 
and capacity for an academic career. 



The duties and obligations of Instructors are, in 
general, those described for the faculty in Section^s 
2.10 and 2. 1 1 . 



Teachi ng : The primary duty of young persons entering 
the teaching ranks is to becomecapable and inspiring 
teachers. No less than senior members of the faculty, 
•they should consider it a duty to becomC^ersona 1 ly 
acquainted with their students and to "keep themselves 
informed regarding both the academic progress and 
general welfare of their students. In addition, 
•they should aim to exer% a helpful influence on / 
student life by taking an interest in extr.acurricutar 
activities as well - as by counseling individual 
students reqarding their studies. 
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study and Researc h: Instructors not possessing the 
doctorate are encouraged to continue the i r . s tudi es ^ 
and proceed to a higher degree. In so doing they 
should follow the policies and procedures set forth 
in the "Graduate Scho.ol Manual." Any Instructor v/ho 
has the ability and urge to carry on creative 
research work will be encouraged to do so, and those 
efforts will be supported liberally as a ^^^a liable 
funds permi t . 

« 

Service to Government and Industry : WheV the outside 
professional activities of Instructors can enhance 
their professional development or contribute to the 
effectiveness of their service to the Instftute, 
these may be undertaken with the approval of the 
appropriate department head. 

Appoint ment Policj^ for Instructors : Appointments to 
the rank of Instructor are typically for oneyear, 
but may he renewed. Standards o'f noti*ce of non- 
reappointment contained in Section 2,.23 apply also 
to Instrijctors, effective July 1, 1976. In the 
interim, appointments ^re pre*sumed not to continue 
beyond the date of termination specified. in the 
letter of appointment. 

TECtiNICAL INSTRUCTOR ^ ' 



This classification is given totechnically trained 
personnel, usuajfly of long experience, who ^assist in 
laboratory instruction. * 

Members of the armed services on duty with resident 

I 
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ROTC detachments are appointed Technical Instructors 
if their duties wa»*rant. 



NOH-RESIDENT INSTRUCTOR 

This classif Ic.^itlon Is used for those who give 
cours-es of specialized Instruction at various labora- 
tories and organizations which are not part of the 
Insti^tate but at which M. I. T. provides instruction 
ars part of a cooperative ornStheV arrangement. 



LECTURER, SENIOR LECTURER 

Lecturers and Senior Lecturers teAch a-nd advise 
thesis students; This category Includes Professors 
.Emeriti with part-time lecturing appointments as 
.well as members of the Sponsored Research Sta/f who 
teach occasional ly. The Senior Lecturer appointment 
is Intended for those whose maturity and professional 
stature are equivalent to that of a full prqfes.sor. 

A Lecturer appointment may be fulf-time or part-time 
and is usually on a year-to-year basis. However, a 
visitor not otherwise connected with M.J.T, who 
comes to the Institute for the purpose of presenting 
a series of lectures, regardless of length, should 
be appointed a Visiting Lecturer. 

Lecturers appointed on a basis of half-time or more 
extensive service are eligible for participation in 




the Retirement Plan and other staff benefits, except 
those unique to the faculty. 



2.26 n^ONORARY LECTURER 



This appoi ntmetiT i s reserved for those d i sti ngu i shed 
persons-, holding no other Institute academic appoint- 
ment, whom the President and the Corporation have 
chosen to honor for a singular record of achievement 
Qfhd public service. The holder of the title of 
Honorary Lecturer is afforded all th^ privileges of 
the Institute and, from time to time, wi14 -share his 
or her knowledge and experience with members of the 
faculty and student body in InformaV seminars or 
formal lectur^QS. The eupTpointm^nt mi^be on tfn" 
Institute-wide basiyor a depa rtmenta f^^s i s . 



2.27 



2.28 

2.29 APPOIfiTHENTS BEYOND THE NORMAL RETIREMENT A_GE 



Appointments may be offered to members of the faculty, 
most frequently as Senior Lecturers, for a period of 
up to five years after retirement. Each of these 
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appointments is decided annually, one year in advance, 
on the basis of the needs of the department and the 
indlvidjal's interests. The departmental recommenda- 
tions require approval of the Academic Council. All 
appointments beyond the age of eS are made on an 
annual basis for a maximum of half-time service. 
Other retiring staff members may be offered^a part- 
time appointment on the same basis with the some 
approval process. 



Academic research staff appointments at M.I.T. 
fulfill a variety of needs. For those who have 
recently received a doctorate, they provide an 
opportunity for two or three years of broader exper- 
ience before entering pr^f^sional careers at a 
university or i n^^bus i ness , industry or government. 

For those who entered their professions immediately 
after receiving a doctorate or lesser degree, such 
appointments provide an exposure to tiew knowledge 
and techniques arising out of university research. 
This group often includes professors on sabbatical 
leave and research personneT from business and 
industry who come to M.I.T. in visiting scholar 
roles for a year or two. 

Others, whose education emphasized training in the 
specifics of their pro^fes s i on^ find an oppnrtunity 
to master ba^!^:>5;onc8^)ts on whtfh' to build new 
knowledV in a var1>^^ of fields.^ Executives from 
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business, science, and engineering frequently come 
to M,I.T. for this purpose. 

The Institute welcomes such Individuals to 'Its 
campus and values highly the benefits derived from 
their presence. Including their significant contri- 
butions to the M.I.T. research program. 

/ 

'Every person sharing the facilities of the Institute 
for more than a week or two (I.e., not a transient 
visitor) should be registered as a regular or special 
student ,^ appointed to the Instructing, research or 
other staff, or given -a research staff appointment 
In one of the categories outlined below. 

An appointee who Is also attending classes should be 
reglstered'concurrently as a graduate student and 
should pay normal tuition fees. 



2.31 SENIOR RESEAI^CH SCIENTIST 

Senior Research Scientist Is a senior position on ^ 
the ad^ademlc research staff as evidenced by the term 
of appointment, the associated prerogatives, and 
expected contributions to the *Inst1 tute ' s research 
objectives. An Individual so appointed possesses, 
exceptional and demonstrated capabilities In his or 
her field. The academic attainment of individuals 
receiving this appointment closely parallels the 
professorial ranks, except that their interest and 
dutlef are concentrated In research. 
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Sucji appointments require, in addition to approval 
of the department head and dean, approval of the 
Academic Appointments Subgroup of the Academic 
Council on the basis of a full presentation of th& 
individual's contributions. Appointments are foV- an 
indefinite period, requiring a three-year notice of 
termination. The posjtion is covered by the Annual 
Salary Plan for faculty, permits the individual to 
serve as principal investigator, and includes consul- 
ting privileges. A'ppointments are made olily in the 
academic departments. 



POSTDOCTORAL FELLOW, RESEARCH FELLOW 



Postdoctoral and Research Fellows come to M.I.T. 
with fellowship aid to develop their scholarly 
competence. They normally work under the supervision 
of senior M.I.T. faculty members and use the facili- 
ties of the Institute. The Postdoctoral Fellow 
title is appropriate for th'ose holding the doctoral 
degree, while Research Fellow should be used for 
those with comparable professional qualifications. 

Postdoctoral and Research Fellows are not degree 
candidates, and under existing regul ations, thei r 
monthly stipends are partially exempt from Federal 
income tax. No services can be required of Fellov/s 
by virtue of their appointment, and their stipends 
do not constitute payment of salary for services 
rendered to the Institute. Since Fellows are not 
employees of the Institute, they do not participate 
in the Retirement Plan or other staff benefits, 

0 
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although they may apply for covera.ge under th&- 
Student Health Insurance Plan.^ 

Funds for postdoctoral fellowships are provided from 
a variety of sources, including private donors, 
foundations, corporations, and government agencies 
such as N.S.F. and N.I.H. Because the terms- and 
conditions of fellowships vary widely, each must be 
cons i dered^on an individual basis. If the terms of 
a specific fellowship do not precluda it, a Fellow 
may concurrently hold a part-time appointment at the 
I rrs ti tu te . - 



2.33 



RESEARCH ASSOCIATE, "^ENIOR RESEARCH ASSOCIATE 



Research Associates per forni**Tesearch on the campus, 
using Institute facilities without detailed super- 
vision, and they may guide the research of others 
and participate to a limited degree in classroom 
teaching. The appointment is reserved for ^those who 
have either received a doctorate or demonstrated 
equivalent professional attainment. The appointmen«t 
may appropriately be given to holders O'f a medical 
doctorate who are candi'dates at the ^stitute for a 
Ph.D. or Sc.D. degree. The Senior title is appro- 
priate for Research Associates whose professional 
stature is equivalent to that of a full professor, 
and may be awarded only with the approval of the 
Academic Appointments Subgroup of the Academic 
Council. The^e appointments are nd^rmally made only 
i#i^the academic departments. 
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Appointments Research Associate are usually for 
not less than one semester and are usua-lly not 
renewed beyond a total of three years. The appoint- 
' ees are employees of the Institute and may be sal- 
aried. or unsalaried. Those with salaried ap'point- 
ments on the baais of half-time or greater service 
are eligible for pa rt i c i pa t i an i n the Retirejnent 
Plan and other/staff benefits, except those unique 
^0 the facult/. Full-time Research Associates on ' 
twelve-month appointments are entitled to four weeks 
of vacation per\vear. ^ 

If an appointlnent of less th^n one semester is 
contemplated, a visiting appointment of the appro- 
priate type should be usf^. 

) 

T E C H NJ C A L_ ASSISTANT ^ 

This classi f ication is intended for those profession- 
ally trained individuals who appear to merit a title 
other than assistant or technician but who are not 
eligible for a Research As soc i a tesh i p . Ordinarily, 
the Technical Assistant will be appointed on a full- 
time basis only. ^Technical Assistants will be 
entitled to vacations in accordance with the Spon- 
sore'd Research Staff plan. ' 
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TECHNICAL A-SSOCIATE 



This classification Is Intended for a group of 
.professional men and women with broader responsibil- 
ities than those of a Technical Assistant. ,Five 
years. experience as a Tethnical Assistant or the 
equivalent is required. The individual should be 
abl e" i n^fipendentl y to f ormul ate. and carry out a 
series of technical operations to"*achi eve, a defined 
result. This appointment is used for. the individual 
who has* become proficient in a number of technical 
areas and who accepts responsibilities for conducting 
a variety of es sent i a 1 1 y techn i ca 1 operations (with- 
out supervision) in a research laboratory. Texhnical 
Assoe^iates on an^ annual appointment will be entitl^ 
to a vacation of three weeks with pay during each ^. 
calendar year^of service, becoming four weeks after 
10 years of Institute service. 



yjSlTjNj, EJiGLNE_E_Rj ,SCIENTIST,>. SCHOLA_Ri AND LEC TURER 

These appointments designate visitors working at 
M.I.T. for a specified period from one month to one 
year. The specific title, ajways preceded by "Visit- 
ing," should reflect the actual duties of the visitor. 
Thus a Visiting Lecturer ha? come to the Institute 
for the express purpose of presenting a series of 
lectures."^ A Visiting Engineer, Scientist-, or other 
similarly titled appointee is primarily occupied 
with research in the field indicated. 
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A "Visiting" appointm'^nt may be full-time or part- 
,t^e, salaried or unsalaried. Since the ap.po i nl;ment 
is by definition' a temporary one, the visitor is not 
eligible for staff benefits, except -that tliose with 
salaried appointments are eligible for the Blue 
Crpss'-Blue Shiejd coverage. • 4 



RESEARCH AFFILIATE 



This appointment recognizes the status of individuals 
wi th whom the I ns ti tute- wi shes to- ackoowl edge %ome 
degree of association. Affiliates c/a rac ter i s t i cal ly 
have"* no s pec i f i c.. dut i es and are typically not in 
residence. They are not employees of the Institute 
and do not participate in staff 'benefit plans. 



APPOINTMENT PROCEDURE 



A department head who wishes' to recommend an indivi- 
dual- for an academic research staff appointment 
described in Section 2.30 should do so on the "Recom- 
mendation for Research Staff Appointment by a Depart- 
ment" form and forward it tothe appropriate academic 
dean for approval. » * 

Inexceptional circumstances appointments may be 
made by a. re search center director, but only after 
consul tat ion with the appropriate department head . 
These appointmentsmay be madeonly in the academic 
research staff categories and on the "Recommendation 
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for a Research Staff Appointment by a Research 
Center" form. - / 

The department or center making the recommendation 
will act as immediate host during the appointee's 
stay at the Ins^i tute. . . ' 



APPOINTMENT POLICY FOR GUESTS OF THE I NSTITUTE 

■■ i« ■ 

A Guest is» usually a distinguished individual of 
considerable pro f e ss i ona 1 . a tta i nme n t to whom the 
Institute extends the prerogative of observing or 
participating informally in certain phases of its 
activities. The term of the appointment is frcm a 
few weeks to a year. The Guest receives no salary 
from M.I.T. and'does not participate in staff bene+'it 
plans. 



Recommendat i odj for the . a ppoi n tmen t of Guests are 
initiated b-y department hea^ or research center 
directors on the "Recomftiendarion for Research Staff 
Appoi ntment^ by a Department or Center" form. The 
form is theri forwarded to the appropriate senior 
officer for app ^S^^ 1 » 



ACADEMIC ADMINISTRATIVE, LIBRARY, 

AND ADMINISTRATIVE STAFF APPOINTMENTS 

■ These, appo i ntments include individuals wi .th. prof e s - 
sional.or admi n i sifrati ve r e spons i b i I'l t i e s in the 
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central administration, departmental administration 
or in the M.I.T. Libraries. They assure the provi- 
sion of services essential to the support of the 
educational and research objectives of the Institute, 
whether within the library system, the academic' 
departments, or i^ such central functions as finan-. 
,. cial and personnel administration, student services, 
data processing, public affairs, resource development, 
a^rrd operations. 

\ These appoi ntments are encompassed within the Irvsti- 
tute's Staff Classification and Salary Administration 
Pr'ogram with/each position assigned to a classifica- 
tion and tofooe of the nine levels^with its associa- 
ted salary range. A full-time staff appointment 
implies a primary commi tmen.t to the responsibilities 
of the position and the goals of t^e Institute, and 
the c(j^mpensati on provided the individual as a full- 
time member assumes that commitment. Salaries of 
staff members will not be augmented from funds 
administered by M.I.T. , except as provided for in 
thenormal pattern of promotion and salary review. 
Exceptions are occasionally made, with prior approval 
of the Chancellor, when it is advantageous to the , 
Institute' to utilize a staff member's secondary 
skill part-time; for example! as an athletic coach, 
when it can be done without detriment td the s.taff 

•\^'member's primary commitment-. 



These staff appointments are covered by the Staff 
Benefits Program and include four we^ks Of vacation 
after 12 months of service. They do not include 
consulting privileges as defined for members of the 
faculty. JHowever, specific instances of consulting 
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service may be undertaken with the deparr tment head's 
prior written approva'l if the department head is 
satisfied that e^ch such activity will contribute 
significantly to the pro fes s i ona 1 ^growth a nd devel- 
opment of the individual and to* the individual's 
professional service to M.I.T. or to M.f.T.'s 
service to society at large, and that the indivi- 
dual's normal responsibility and contributiog to 
M.I.T. w'ill not thereby bed i mini shed. Moreover, 
outside professional activity gver and above the 
individual's regular full-time c ommi tmen t. to the 
Institute is not precluded. 

These staff appoint me nts are normally for no speci- 
fied term. They may be terminated for cause, includ- 
ing misconduct or unsatisfactory performance. They 
may also be terminated for lack of work on funds or 
other operational reasons, with notice as provi cled * 
in Section 3. 25 . 



2.41 ACADEMIC ADMINISTRATIVE STAFF [ 

The Scademic administrative staff consists of indi- 
viduals without other academic appointments, w'hose 
p^rincipal res pon s i bi 1 i t i e 5 ''i n vo 1 ve administration in 
an academic department or School. Appropriate 
descriptive titles, including thosex)f Administrative 
Officer and Administrative As s i s tant , a r e assigned 
by the department to define responsibilities within 
the department. These are academic s ta f f ^ppoi n t - 
ments and are initiated on the "Recommendation for 
Appointment" form which is then forwarded for 
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approval to the Academic Staff Records Office by the 
dean, the classification and level of the posi t i on 
having previously been established in coordination 
with the. Office of Personnel Relations, and with the 
equal opportunity serious search requirement having 
beenfulfilled. 

2.42 LIBRARY STAFF ; 

# - 

The library staff consists principally of profession- 
ally trained librarians with varying levels of 
responsibility within the M . I .T . ^ L i b rar i e5 . Appro-, 
priate descriptive titles to identify function are \ 
often used to define responsibility in addition to 
the salary administration classification. The 
M.I.T. Librarians ar^e menpbers of the academic staff 
and appointments are initiated on. the "Recommendation c 
for Appointment" form by the Director of Libraries 
and forwarded to the Provost for approval and trans- 
mission to the Academic Staff Records Office follow- 
ing fulfillment of the equal opportunity serious 
search requirement, the classification and level of 
the position having previously been established in 
coordination with the Office of Personnel Relations. 



2.43 ADMINISTRATIVE STAFF 



The administrative staff includes individuals with 
. professional or administrative responsibilities, 
appointed within the departments and offices of the 
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-f pn traV Institute adininistration. Typically each, 
staff member has a title descriptive of his or her 
function or administrative responsibility. Requests 
to fill administrative staff positions are submitted 
by the^>#^ par tmen t on a "Request fof Personnel" form 
a n-tf^*Torwarded directly to the Office of Personnel 
Services (or through the appropriate vice president 
or dean for an unbudgeted position). Prior to the 
i n i t i a t i OTi of the appointment for an i nd i v i dua 1 the 
equal OQportunity serious search requirement must 
have been met and, as well, the appropriate classifi- 
cation and level of the position established in 
cOQr.dination with the Office of Personnel Relations. 



6 0^ - G_R A DU A T E_ m|fp E N J_ SJ A F_F_ 



Instructor-G and Teaching and Research As s i s ta n tsh ips 
are Institute junior staff positions to which on]} 
registered candidates for advanced degrees may be 
appointed. Assistants and I nis t rue tor s - G mu'st be 
enrolled full-time during each term of their appoint- 
ment s , ^i nc lud i ng the summer if they hold appointments 
then. Graduate fellowships and traineeship^ do not 
constitute appointments to. the graduate student 
staff; provisions relating to t^hese awards are 
described in the General Catalogue and the Graduate 
School Manua 1 . 
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>51 OBLIGATIONS OF THE GR ADUATE STUDENT STAFF 

^ ''-I 

Students holding a Teaching or Research As s i s tan ts hi p 
share a responsibility for promotTng ^the scholarly 
and educational objectives of the department of 
which they are staff members. Graduate student 
staff, no less than the faculty, should consider it 
a duty to become personally acquainted with the 
students assigned to them and to interest themselves 
in their students' academic and^ non-academi c progress. 
Assistants are subject to the policies and procedures 
of their departments and of the Institute and should . 
respect and conform to the rules and procedures of 
the division or laboratory to which they m^y be 
assigned. 

Because academic progress contributes to a student's 
effectiveness as an assistant, consecutive appoint-- 
ments are favored. However, applications for 
reappointment are considered i n'di vi dua 1 1^ on merit. 
Reappointment depends on academic progress as well 
as on performance as. an assistant. A student's 
app-ointment to an a s s i s ta n ts h i p may be cancelled at 
any time if progress in a graduate program is unsat- 
isfactory or if the stu<*ent is not carrying on the 
dutiesassigned. 



75 



GRADUATE STUDENT STAFF APPOINTMENTS 



INSTRUCTOR-G 



Graduate students with considerable teach i ng exper i - 
ence may receive Instructor-G appointments'. These 
appointments should be given only to mature students 
of proved teachi ng abi 1 i ty who, in the opinion of 
the department -head , are competent to accept teaching 
responsibilities warranting the grade of Instructor 
The rate of compen s a t-i on for such students will be 
determined in<^ch case by the dean of the School 
concerned according to the circumstances of the 
appoi ntmen t . * 

Graduate students may on occasion be appointed to 
^he position of Instructor on the r egu 1 a r *aca demi c 
staff. The distinction between a registered grad- 
uate student being appointed an Instructor or 
Instructor-G is based upon the anticipated contribu- 
tion of the individual as determined by the appo.int- 
ing department. Only if the anticipated contri- 
bution is at or near that of an academic staff 
qjember, with a corresponding salary, is the appoint- 
ment of , I n s tructor appropriate. 

TEAC HING ASSISTANT 

Ttie principal duties ofi a T^ching Assistant incljude 
assisting faculty members -in Wading quizzes, class- 
room and laboratory, instruction, preparing apparatus 
or material for demonstrations, and conducting 
tutorials and discussion sections. 
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2.52.3 RESEARCH ASSISTANT 



ERIC 



The principal duty of a Research Assistant Is to 
contribute under supervision to a program of depart- 
mental or Interdepartmental research. The' appoint- 
ment Is made with the understanding that the required 
services will contribute to the professional training 
of the graduate student. While Research Assistants 
are committed to performing assigned services, their 
work Is usually suitable for and used as part of 
their thesis research to the extent approved by the 
head of the appointing department and the thesis 
supervisors. 

Research Assistants are compensated on the basis of 
the time devoted to their research activities. In 
all cases they must pay full tuition. Research 
Assistants who indicate both an Interest in and a 
capacity for teaching may be assigned some depart- 
mental teaching duties, but their principal activi- 
ties should be confined to research. 



2.53 APPOINTMENT POLICY 



2. 53. 1 PAYMENT 



The prevailing scales of compensation for Research 
and Teaching Assistants are adjusted to make the 
appointments equally attractive, taking into account 
the availability of tuition s cho 1 a r sh 1 ps , , the oppor- 
tunities for thesis research, and other benefits 
connected with each. * 
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The Institute is obliged to withhold Federal and 
Massachusetts income taxes from the salaries of 
Teaching Assistant's and I n s t rue t or s -G . The salaries 
of Research Assistants are usually exempt from 
income tax as a statutory scholarshi^p if the recipi- 
ents are v/orking in a field related- to their thesis 
research. 

2.5 3 . 2 APPO INTM ENT PROC EDU RE 

Appointments to the graduate student staff are made 
by department heads on tbe "Appointment to Graduate 
S tuden t S t a f f " form.* An appointment for the academic 
yearis normally for the period September 1 th rough 
May 31; a summer appointment is normally for the 
period June 1 through August* 31. However, appoint- 
ments may be made for shorter periods. 



2.64 VACATION 



Instructor-G and Assistantship appointees observe 
normal Institute holidays, and are entitled to two 
v/eeks of vacation v/ith pay if their appointments are 
for the full calendar year. Their vacation schedule 
must be approved by their supervisors. 



2.60 THE SPONSORED RESEARCH STAFF 
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2.61 SPONSORED RESEARCH STAFF APPOINTMENTS 



Staff members with sponsored reseerch staff appoint- 
ments (non-academic) are attached to a research 
project and report to the project supervisor, ordin- 
arily a member of the faculty, who in turn r-eports 
, to the department head, or, insofar as projects 
within a research center are c*oncerned, to the 
laboratory director. Such a'ppoi n tmen t s may be made 
as conditions require and at a level of'compensation 
appropriate .to the requirements of the position and 
the qualifications of the appointee, ' The'se appoint- 
ments do not carry academic privileges 'such as 
tenure, regular gradiiate student status, or consult- 
inqprivileqes. 

Spo/i^sored research staff members a r e d i vi de d i n to 
two groups: members of the research group have 
appointments as sponsored research staff; members^ of 
' the administrative group are appointed as sponsored 
research adm 1 n i s*t ra t i ve staff. 

Any vacant or new position must be posted, according 
' ^ to t{ie Institute's Affirmative Action Plan, and 

pvidencel of a broad search for candidates must be 
^presentee) to the Academic Council prior to any offer 
of appoirltnient. (See^jSection 3,15--Equal Opportunity 
Pol 1 cy . ) ^ ^ 

2.61.1 TERM OF APPOINTMENTS 



Regular sponsored research staff appointments are 
for no specified term. Under normal circumstances, 
professional personnel become members of the 
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sponsored research staff with the understanding that 
their appointments are related to a particular 
project and will terminateupon cQmpletion of-the 
project. HoWever» every effort will be made to 
Inform an appointee as far in advance as pos sfible of 
the termi nation, (jif the project to which the indivi- 
dual is assigned. The policy and procedure for 
termination is contained in Section 3.25. 

STUDENT STATUS 



y\ny sponsored research staff member, full or part- 
time, may, wi th ^permi s s i on from the project super- 
visor, apply for enrollment as a special student at 
M.I.T. in OTie subject per term (but not. for thesis) 
either as a listener or for academic credit. A 
sponsored research staffmember may not use as a 
basis for d thesis any research work which Is per- 
formed on the contract to which the Individual Is 
assigned. Sponsored research staff members appointed 
for the summer months only are not eligible to 
register for summer courses. Sponsored research 
staff m.embers may be eligible for tuition assistance 
through the Office of Personnel Development. Under 
certain circumstances, as outlined in the Gradua te 
School Manua 1 , sponsored research staff and Lincoln 
Laboratory staff members may be granted the status 
of Limited Graduate Student. 
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LINCOLN LABORATORY STAFF 



Staff appointments are made at the Lincoln Laboratory 
under the authority of the Di rector -an'd^the Chan- 
cellor. Sucb appointments are made as conditions 
require, with the 'dppointee attached to the labora- 
tory rather than to any academic department. Compen- 
sation must conform to the approved schedule. These 
appointments do not carry academic privileges such 

tenure, regular graduate student status, academic 
vacations, or consulting privileges. 

These staff appointments are^for no specified term, 
but every effortj is made to inform an appointee as 
far in advance as possible of the termination of the 
project to which the individual is assigned, with 
the minimum notice of such termination as described 
in Section 3.25. ^ 

Lincoln Laboratory staff members have privileges and 
benefits comparable to those of ^sponsored research 
staff members on the campus. 



GmjATE_^TlDE_NT SPONJpRED^^ STAFF APPOINTMENT^ 

^ \ ~ ' ' ' " ~ 

A graduate student may not interrupt hi§ or her 
academic program to accept a staff appointment in 
sponsored research on the campus or at Lincoln 
Laboratory either during the academic year or during 
the summer without the approval of the department 
head and of the appropriate academic dean and unless 
the work as an 'employee is unrelated to the student's 
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thesis research. A signed "Thesis Release" form 
must be submitted to the Office of Personnel Services 
in support of such appointment. 

■/ ■ \ 

.OTHER INS/ITUTE APPOINTMENTS 



.In addition to the faculty and staff appointments 
desc r i bed here i n , the Institute makes three other 
types of appointments, known as Exempt, Office/ 
Clerical (Bi-weekly) and Hourly, each of which is 
described below. These positions pro ^Xdf^ a wide 
range of clerical, administrative, technical and 
operational support to the faculty and staff* and 
vary in level from b'*e ginning positions requiring a 
ifiinimum of*tra1ning and exper i ence to those involving 
the application of specialized skills at advanced 
levels and requiring extensive training anjj exper- 
ience. These appointments are typically indefinite 
andwithout specified term. Benefits differ in some 
significant respects from those provided to the 
faculty and staff and to some dej^p-^^ among the 
several categories. These i^ppointments are not 
s ta f f^ pos i t i ons withip the meaning of the term as 
VJSed in this guide. ^ 



EXEMPT 



The Exempt appointment applies to those positions 
involving duties and responsibilities which meet the 
requirements of the Federal Fair Labor Standards Act 
for exemption from the overtime payment provisions 
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of the Act. Responsibility for the ^supervi sion of 
ot^rs is^a ^frequent, although not a mandatory,' 
chlracteristic of these appgi ntnrents . Typical 
occupational titles are Supervisor, Foreman, Engi- 
neer^' n^ As s i s tan t Admi ni strati ve Ass i s tan t and 
reG'hniaa-l Assistant. Exempt personnel fulfill " 
l.riiportant technical, administrative ar]& managerial 

/roles.at the Institute.. The appointments are dlstin- 
guishfrd from staff appointments on the basis of the 
scope of the responsibilities involved or the breadth 
of the formal training required. Vacant Exemf^ 
position,s ara subqgjrtted to the Office of Person)a.e1 

'Services on a "Request for Personnel" form aji^d 
posted in conforrlPlty with the Institute's Affirmative 
ActionPlan. 



OFFICE/CLERICAL (BIWEEKLY) 



Office/clerical (biweekly) appointments .encompass, ; 
but are not limited to, positions involving duties 
of a prima-rily clerical and secretaria 1 . nature . * 
Also included in this group are some sub- 
professi9nal positions such as j^hose which support 
the Institute's data processing operation, the 
1 i brary and accounting f un.c tions , and some specialized 
research positions: Biweekly positions are classi-. 
fied 5n five grades, II through V-A, with appropri- 
ate salary ranges, and have titles descripfTve of 
th^e duties of the po^i tions . Such positions are 
described and submitted to the Office, of Personnel 

Services on a "Request for Personnel" form with 

i 

"appropriate departmental authorization. All bi- 
weekly pos>itions are posted through the procedures 
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prescribed in the Institute's Af fi rmati ve Action y 
Plan. Biweekly positions are covered by the Federal 
Fair Labor Standards Act and subject to the Act'^ 
overtime pro v'i s i ons . 



HdURl Y . \ ■ 

The hourly positions include both union and non- 
'union hourly-paid classifications. .The unions 
having collective bargaining agreements with M.I.T, 
are: the Research, Development and Tech-fM-cal Employ- 
ees' Union (RDTEU)»^the Service Employees' Inter- 
national Union (Local 254, AFL-CIO), the Hotel. 
Restaurant and Institutional Employees' Union (Local 
26. AFL-CIO). and the Independent Union of PUnt 
Protection Employees (Local 14). The hourTy-paid 
classifications represent research support, mainten-' 
ance support. »the tradesand other services such as 
housing, food service, and laboVatory protection. 
Positions which are covered by a collective bargain- 
ing agreement are subject to the specific posting 
and bidding procedures of the agreement. , 

Positions are described and submitted to the Office 
of Personnel Services on a "Request for Personnel" 
form, with appropriate departmental authorization. 
Positions not filled through the'union^bidding 
process are-^^posted through .>h-e--pxoc^ures noted in 



the Institute's Affirmative AettmPP 1 a n . Hourly ^ 
positions are covered by the Federal Favir Labor 
Standa^lrds J\ct and are subject to the J^tjs overti me 
provisions.. 

Art 
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2.80 STAFF BENEFITS 



The staff benefits progranrs of the Institute are 
available to al^ faculty ancf staff members who are- 
appointed on the basis of at least 50 percent time, 
except for visitors ancf members ^f the Arm^d Services 
assigned to the Institute. They do not, however, 
apply to members of^the graduate or undergraduate 
student staff, or to Postdoctoral or Research Fellows. 
Their continuance during any leave of absence granted 
by the Institute is determi ned> on a case-by-case 
basis. Certain benefits are. unique to members of 
the faculty and are so identified. Further informa- 
tion on staff benefits may be obtained from- the 
Benefits Office, E 1 9-220 , ' Ex ten s 1 on 3-4271. 

The following descri.ptiorf^ of benefits* are not^ 
intended to be complete but" only a^ sgmmary of the 
principal featiKes of "^ach benefit plan. The formal 
plan.documents-vgovern in all cases. 



8> 



2.81 , GROUP LIFE INSUR^ANCE 



4e 



* ' - All regular /acul ty and staff members who work 

50 percent time or more are eligible on the date of 
'appointment for group term life insurance in anlounts 
^ . .equal to three times their annual salaries (or in 

the pase of the f acul ty members , an amount e^ual to 
o eleven-ninths times Annual base salaries), rouhdpd 

5 . V to th'ey^next higher $'l,000, with a maximum of $^fFO,000. 

The cost of the coverage Is shared py the Institute 
'/V. and participating members. There may be some.^Fede ra 1 
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Income tax liability for those whose amount of 
coverage exceeds $50,000. 



A member who -pa rti c i pa t^s in this contributory 
program is obliged to accept the full amount of 
insurance coverage Tor which he or she is eligible. 
This requirement extends to increased amounts of 
insurance for which 3 member become^ eligible in the 
future because of changes in salary. Increases in 
the amount of insurance coverage under this progra)^ 
due to a change in salary will take place automat- 
ically on the first of the month coincident with or 
next following such a change, provided the member is 
then actively at work. Othe^rwise the i nc r e.a$ e wi 1 1 
be effective upon his or her return to work. 

Those who do not wish to participate in this contri- 
butory program will be furnisheti $5 ,000 of life, 
insurance by the Institute, 'Those who do not enroll 
for the contributory coverage 'withi n thirty-one days 
of becoming. eligible may do so afte^r that date only 
by funni,shing evidence insurability satisfact(^y 
to tfhe insurance company. 'This will require a 
physical examination a*t the i nd i vi dua 1 ' S;jBxpense . 

INSUilANCE AFTER RETIREMENT ^ 

On the July 1 next following the individual's sixty- 
fifth birthday and each Ju 1 y 1 ther ea f ter , i^nsurance 
coverage uniier this plan ^is reduced according to 'the 
following schedule: 
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July 1 f oil owi ng age 65 

July 1 f ol 1 owi ng age 66 

July 1 following age 67 

July 1 following age 68 

July 1 f 0 1 1 ow i ng age 69 

All insurance ceases on 
th.6 seventieth birthday 



BQ% of previous coverage 

60% of previous coverage 

40% of previous' coverage 

30% of previous coverage 

20% of previous coverage 

the July 1 next following 



CONVERTING TO OTHER INSURANCE 



Faculty ar\d staff- members who-*leave the Institute 
may convert part or all of their M.I.T.- life insur-f 
ance to^regular life i nsurance wi thout providing 
evidence of insura^bility to the life insurance 
company prov*ided they do so within 30 d^ys of the 
date of termination. 

PERMANENT ANQ TOTAL DISABILITY BENEFITS * 



Faculty and staff members with less th.an two years 
»of mefpber sh i p M n tt^e Re t i remen t Plan for Staff 
Members may be eligible'forbenefits under the 
permanent and total disability provision of the 
Institute's Group Life Insurance Plari. Those v^ith 
two or more year^ of membership arj eligiti^ for the 
disability i ncome* bene f i ts of the' Re t i/*emen r P 1 a n 
for^ Staff Members (Section 2.83*1). 

ACCIDENTAL DEATH AND DISMEMBERMENT BENEFITS 



- I ^ - - ■ ; 

Accidental death and d i smjembermen t insO^nce co.v^rage 
is included^ in this program, in an amount equcTl tw 
the amount of the life^nsurarice coverage. The, ful^\ 
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amount of ttiis insurance becomes payable if death 
results from an accident. The amount is also payable 
if the accident causes the loss of sight of both 
eyes or the loss of two limbs. Half of this amount 
becomes payable if an accident causes the loss of 

Payment of amounts due^ under this feature is in 
addition to the life insurance disability benefits 
descr i bed above . ^ 



l^l^^L^ H,fALTH INSURA NCE AND HEALTH CARE BENEFITS 

2.82. 1 BLUE CROSS AND BLUE SHIELD MASTER MEDICAL PLAN 

On application through the Institute's Benefits 
Office, members of the faculty and staff are able to 
participate in the Institute's Blue Cross/Blue 
Shield Master Medical Plan, ^liaring with the Insti- 
tute the cost of coverage. The details of coverage 
und e r' th i s p 1 a n are available from the Institute 
Benef i ts Office . 

2.82.2 M. I .T. HEALTH PLAN - 



As an alternative to the regular Blue Cross/BTue 
Siiield Plan, the Medical Department offers, in the 
M.I.T. Health Plan, a prepaid^comprehensive health, 
care program with a broad, range of preventive and 0^ 
treatment services. Membership inthe M.I.T. Health 
Plan entitles the faculty or staff member to compre- 
hensive health care services, including treatment 



88 



©9' 



? 



for illness or injury, diagnostic service, hospital-" 
ization. periodic physical exanri na t i on s , immuniza-^' 
tions and injections, and 24-hour emergency service. 
The M.I.T. Health Plan offers a group practice of 
Medical Department 5taff and their referral s^pecial-' 
ists who provide a full range of health care needs," 
at -a cost modestly above the i nd i v i dua 1 ' s' con t r1 bu- 
tion to the Blue Cross/Blue Shield Master Medical 
Plan. Informat^ion is availatfle about, the plan from^ 
the Medical Dep^artment and the Institute Benefits 
Office. ' " 



?/Ji^3 _ ACCESS TO HEALTH SERVICES 



All members of^ the faculty and staff, including 
those who are. participants neither in t^e MwI.T. 
Health Plan nor i n th^e 'l n s t i t u te * s Blue Cross/Blue 
Shield Pltf'n. have a>6llable^to them withodf charge 
the servidl^*\)f the M.I.T. Medical Department' iFor 
primary medi/al care (visits to an internist, surgeon, 
psychiatris>t , or nurse practitioner atthe 
Department). 

Services/of other specialists are also available at 
a cl?^rqe ,\£xcept for members of the M.I.T. Health 
PJan, for whom tte services are included i*n the P\an 
fee. - ' [ 



2.83 RETIREMENT 



The normal retirement date, is the July *1 next follow- 
ing the staff member's sixty-fifth birthday. 

y 
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RiTH^EMENJ PLAN FOR STAFF MEMBERS 



Each regular member of the faculty who works 
50 percent time or more and holds the rank of Pro- 
fessor or* Associate Professor becomes a member of 
the' Retirement Plan for Staff Members. upon the date 
of h-if^ or her appointment. Each other regular full- 
time fi^culty'or staff memtrer who works 50 percent 
time or more becomes a member of the Retirerrent Plan 
upon completion of five years of continuous or total 

'service. However, such a faculty or staff member 

r 

who has not completed five years of service may 
become a memb^er upon request. An individual who 
becomes a m^irber shall continue as s uch' rega r (^1 es s 
of any change in status or pd.sition so 'long as he or 
she 'emdin"i ia the active employment of the In-stitute 

Contributions: Eac^h contributing member contributes 
5' of regular salary through monthly payroll deduc- 
tions. The Institut-e contributes about 11 of 
which 10' is applied to the funding of pension 
benefits and about 1 to supplemental benefits. The 
member's contribution is invested in the Fixed Fund. . 
In addition, the mei?ibGr may elect from the following 
options how the Ins-titute's contribution will be 
invested? ^ 

(a) lOX/^'in the Fixed Fund. • 

(b) 50';f in the hxed Fund and 50^' in the 
,VariableFund. 

(c) 100* in the Variable jjund. 

Variable Annuity: Upon becoming a member of the 
Plan, or at any time thereafter subject to the , 
provisions of the Plan^ a^member may (?lect to have a 
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portion or all of the I n s t i t u t e ' s* con t r i bu t i ods 
toward his or her Teti rement allocated to a variable 
annuity fund. This election will apply onjy to 
contributions made for the member after the date of 
election and must remain^in effect for a minimum 
period of five years. Retirement income from this 
fund will be paid ^n units of fluctuating market 
value so the member will have allvthe advantages and 
disadvantages of changing securities prices during 
years of active service and during retirement.. 
Election of this option will, of course, affi^Jt the* 
amount of benefits payable und»r the various circum- 
stances descri bed. ijn the following paragra"phs. • 



Benefi ts on Ret irement: The norjnal Retirement 
benefit, payable from the normal retirement xJate, is 
derived Trom a sum equal to the value at retirement 
of the member's contri bution-s , ,pl us iR4;erest, ' 
together with 200^^ of that amount, provided by 
Insti tute^c^tributions, if the variable annuity 
option was not elected. 

J n ^JA" • ^ person who has conjpleted at 
least ten years of contributory membership in the 
Plan w i 1 r be^en t i t 1 ed upon retirement, at the normal 
retirement date, to a minimum pension, based on a 
\inf)le life annuity which will be equal to 1-2/3 of. 
the member's final average salary multiplied by the 
number of years of contributory plan membership up, 
to a maximum 'of 50" of hA or her' final average 
salary. "Final average salary" means the average 
annual base salary {excluding summer session compen- 
satlon) during the ten academic years of service 
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with the Institute n^xt preceding th e* member ' s 
re t i reme n t da te . 

Death Bene f i t : "If &feath occurs before the member 
begins to receive retirement benefits/ the desrignated 
beneficiary will receive the sum of the member's ' 
accumulated contributions with credited earnings, . 
plus an amount from the Institute's contributions 
equal to twice the member's own contributions with 
credited earnings. At the time of enrollment in the 
Plan, or at a latert|date, the member may e^ect to 
have his or her . bene f i c i a ry receive the deafh 
benefit in any one or combination of methods as ^ 
follows: beneficiary's choice; single lump sunj 
paym'en t ; an annuity payable during the lifetime of 
the beneficiary, ceasir^ at his or her death; an 
annuity payable "during. the lifetime of^the benefi- 
ciary, with payments of a designated number of years 
certain\ i ns ta 1 Ijnen t s for a desjgnated period of 
years . 



Beng'I'i ts on T ermi nation : Faculty or staff members 
terminating from the Inst1t*ute prior to- ret i remen t 

ay receive a pension benefit derived from 'the value 
of the member's contributions plus Intere^^t, together 
with the applicable percentage of that amount pro- 
vided by Institute contr1biKi6ns according to the ^ 
following table. Members may elect to wi thdra-w » 
their contributions at. le^rrrri nation , in whij:h event / 
they will receive a'nly -their corttrit)y\iohs plus 
accumulated interest. The following table will be 
subject to change as of January 1, 19'76, when the 
Employees Retiremefnt Security Act of,ig7|4 takes 
effect: 
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Institute contributions 
available for benefits as 
Years of membership at • a percentage of member 
^.gp J^^^^O" 0^ employme nt contr ibutions, with int erest 



10 




?00% 


9 ^ 




190 


8 




i8g 


7 




170 , 


6 




160 


5 




150 


4 




, 140 


3 




130 


2 




. 120 


1 




110 


1 




,100 



Dj j-^bjlU^jnco^pe Benefits:^ Income benefits will 
commence after six months of total cli s.ahi 1 i ty. to 
members of the Retirement Plan who are unable by 
reason of sickness or bodiTy injuj^y engage in any 
occupation for which they are reasonably fitted by 
education, tisaining, or experience. Benefits will 
^e continued so long as the member is disabled but 
not beyond the normal retirement date when pension 
benefits under th^e Retirement Plan'become payable. 
To be eligible for extended disability benefits, 
members of ^the faculty and staff must have been 
members of the Retirement P 1 a-a_fxir^wo ^ea r s or 
more. ^ 

The Plan will provide disability income of 60% of 
the first $l,000*of monthly basic safary,, and 50% of 
basic salary beyond that level, to- a maximum benefit 
of $2,000 per month. The amount of the benefit 
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payable under the Plan will Ije reduced by the Primary 
Social Security disability benefit if available, 
benefits. If any, pa.id under the M.I.T. 'Gj^oup Life 
Insurance Program, and any other disability beViefits 
by the Institute. During the period of extende^l 
disability, the staff member's expense for groups 
life-insurance and Blue Cross/Blue Shield will bk 
provided by the Institute Plan. 

Sjio u s e ' s B^^ ejjt : The Plan provides a f/ension to a 
Qualified Surviving Spouse of a retired facultyor 
,staff member who has completed at least ten years of 
contributing membership in the Retirement Plan. A 
Qualified jSpouse is a surviving wife or husband of 
a deceased retired member who was married to the * 
faculty or staff member- for at least three years 
prior to the member's early or normal retirement, 
arfd not legally separated or divorced from the 
retiretJ member at the time of death. The eligible 
spodse will receive a monthly benefit which will 
equal 50.' of the single life annujty to which the 
member would have been entitled upon ^he retiremerit 
date, if all tfj'e member's benefits were on a fixed 
dollar basis (early retirement if he o> she had 
retired early). The monthly income corttinues for 
the lifetime of the spouse unless remarriag^ occurs , 
in which event payments cease. 



TAX DEF€RR€i) ANNUITY PROGRAM 



M.I.T. has made arrangeme/its'for members of the 
faculty and staff, who wish to do so, to participate 
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in a Tax Deferred Annuity P^-pgram. .This plan is 
based on the fact that J^.ederal tax laws permit 
^employees of public educational institutions an'3 
certain other t^x exempt organizations to authorize 
their employers to reduce their present salary and 
have their employers use the reduction to buy an 
annuity. The effect of this is to desfer Federal- ^ 
taxes on the amount by which the salary was reduced 
until the funds are returned either in annuity 
payments or a lump sum.- In addition to deferring 
Federal taxation on the amount of the salary reduc- 
tion, the investment income, on amounts set asi'de 
accumulates tax free .until they are eventually paid 
to the individual. The Tax Deferred Annui ty , Program 
may he used by an individual to supplement the basic 
Retirement Plan, but it has the additional advantage 
of enabling the individual tt) withdraw the funds at 
any tfme. Detailed information concerning th^- plan 
IS available from the Benefits Office. 



FDUCATIONAL. BENEFITS FOR STAFF CH^ILDR^N 

?.BS.l ^ CHIIDRFN'S SCHPLARSHIP PRO^^RAM^ - 

a 

Grants up .to a maximum of 50 percent of current 
M.I.T-. tuition arp available to children of M.I.T. 
faculty membprs., and to children of all other staff 
;jnembers with five years of full-time employment 
s-ervice, to pay the tuition while attending accredi- 

• 0 

ted two or four-year colleges as under^graduates. 
For those children attending M.I.T. as undeV gradu- 
ates, full tuition will be paid. This benefit is 
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n^t available for children in graduate scho*ol, 
except for those attending M.I.T., for whom' 
50 percent tuition grants are available. 



2.85.2 



EDUCATIONAL LOAN PROGRAM 



/ Th^ Institute Is prepared to be a source of loan 
funds for members of the faculty ^nd staff^wh^ need 
educational loan assistance for their children. The 
interest rate on these loans 1^^^e cost to the 
Institute of borrowing the nOG§S^ry capital to 
support the program. E 1 1 g 1 b 1 1 i t"y f oi* educa 1 1 ona 1 - 
loans. w^ll be the same as the entitlement under the' 
Children's Scholarship Program, i.e., immediately to 
members of tfye faculty on appointment and tio all 
other members of the staff, including research^ 
staff, upon completion of five years 'of full-time * 
ser\fri ce . « ' 



Loans may J»c made in ampunt^s not to exceed $2, 500 
per year for one ch 1 1 d . or • $4 , 000 per year for two^ or 
n.ore childt*en with a c-eiHn^ of $15»i)00 on outstand- 
ing indebtedness. Eagh f^Oan is repayabl e "^over a** 
perlod of eig^\t years (or the time to retirement if 
less thanT eujht yeavrs) from the date of the loan 
except that repayment is required in full on termin- 
ation of the IndividuaTs appointment at the Insti- 
tute. Payment is made payroll deduction. Ajrpl.i- 
cationS are made in writing to.the^ene.fits Officer 
,statjng the amount requ^5ted» the name of the child 
or children to whose education it will re1at^» the 
undergraduate or graduate 1 n$ 1 1 tu t i or/' wh 1 ch they are 
uttendifig, and the academic term or terms for which 
theloanisneeded.^ • ' 
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TUITION ASSISTANCE 



Thb Tuition Assistance Plan supports those employed 
at bhe Institute in approved work-rel ated or career- 
related'^ s tudy . Its purpose, 1 s' to hel p ^he^ individual 
develop i nc r^ased* competence in his or her field or 
in a proposed, and approved different field in which 
M.I^.T. has realistic career opportunities. Befo.re 
beginning a 'career-rel ated study program, a person 
must be employ'ed at M.I.T. six full mo-nths. 'The 
Plan is open' to all 'persons, including members of 
the faculty^ and the academic, research, and adminis- 
trative staffs, who are employed on a permanent 
basis (or by appointment for at le«ast one year) and 
woVkfn^ at least 50 percent of a full-time schedule. 
It pr.ovides reimbursement upon the successful com- • 
pletion of study: for ,non-M . I .T ^ courses , 
100- percent of tuition and certain fees up to a 
maximum of $625 in a calendar year; or for M.I.T. 
coursfes, 75 percent of the cost of one subject a « 
semester, with no dollar maximum. Reimbursements 
are prorated for part-time personnel. Detailed^ 
information on the Plan^.and applications may be 
obtained from the Office of Per'sonnel Development. 



LEAVES OF ABSENCE 

SABBATICAL LEAVES FOR Th'E FACULTY ^ 

The purpose of the Sabbatical Leave' Program i's to 
make it possible for members of the faculty to take 
time off from normal academic duties for scholarly 
V ' * ' 
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research and study. The Institute's Plan is based 
on the normal expectation of a one-half year leave 
at full salary, or a full year leave at half salary, 
following *six years of full-time service. The full 
exercise of this policy is .limited by the responsi- 
bility of the departments to meet their obligations 
and the financial resources that can be made avail- 
able. Years in which faculty members are on leave' 
(other than^abbati cal leave) are not counted in the 
six'years.. Faculty members must apply to their 
department^heads a^reasonable time in 'advance (norm- 
ally one year) and describjs their proposal^ for the 
use of the sabbatical. In considering whether the 
request fo> sabbatical leave can be recommended to^ 
the dean, department heads must take into consider- 
ation the commitments for teaching and research in 
their departments. The final al 1 ocation 'of sabbati- 
cals is made by the Academic Council.^ Av/ar0s for 
each"applica"nt^are on a no-loss,, no-gain basis up to 
the maximum payment by M.I.T. of half the academic 
year's s a.l a ry. The' objectives of \We sabbatical can 
often be *met by other leaves or by full-time employ- 
ment on a grant or contract to the Institute. 



OTHER LEAVES 




J 



When justified by special circumstances and approved* 
by the department head and dean, faculty member*s may 
be Ranted leaves of absence without salary; such 
leaves are of two type^: professional ^and personal . 
This distinction is made in d&vtermining years of 
service for tenure purposes. The period of the 
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leave must be specified and shall not exceed one 
Academic year. Extension of such leave beyond an 
academic year requires approval of the Provost.- 
Leaves of absence to faculty members predicated on 
the child-rearing r esp^s i b'i 1 i 1 1 e s of the individual 
are considered personal leave. , 

Leaves of absence may also b6 granted to staff 
members other than member^ of the faculty wit«h the 
approval of the department head and vice president 
qr dean and the Vice President for Administration 
aftd Personnel. Such leaves of absence may not 
exiieed one year / but may be renewed. They would 
norftially be grajited for educational or public service 
reasons and because the Institute wishes, to maintain 
a n a S50C i a t i on with,the individual. The granting of 
leave does not imply an assurance of raempl oy^ment 
upon the termination of the lea^ve unless the letter 
granting the 1 eave expressly makes that commmitment. 

Coverage of Institute benefit pl^ns may be continued 
during leave ot absence, depending upon the purpose 
and' circumstances of" the leave and the needs of the 
individua][. Requests for continuation of coverage 
should b^ approved by the (Apartment head and arrange 
ments made through the Benefits Officer. * 
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2.88 TRAVEL AT' INSTITUTE EXPENS£ 



2?88.1 TRAVEL TO PROFESSIONAL SOCIETY MEETINGS 

To afford the members of the faculty the opportunity 
to contribute to and participate in meetings of 
national professional societies, within the limits 
of. its travel budget and provided authorization is 
obtained in advance fVom the head of the department 
and the Vice Presiden.t for Administration and 
Personnel, the Institute will pay the necessary • 
transportation expenses' of faculty memb^rs^who-*^ 
present papers at meetings of national or' jnter- • 
national professional societie^s.. '\tlrts pro vision 
^ also applies to faculty memhers who att^giid important 

commi ttee meeti ngs *of such 'soc i eti es . Reimbursement 
of transportati on .el^penses for iireetlngs held outside 
^he Uni tad-'-^tates will be limitedto the 'equivalent 
of. the cost of econom-y round trip transcontinental 
transportation withi n the United States. Only in 

exceptional c i rcu»*^£inces can the Institute pay for 

(1 

'more thjin one such trip for an individual during an 
academic yjsar^ regardless of whether th^ privilege 
was exercised in a previous year. Forms for obtain- 
ing the neces-s a ry approval are available within the 
department. 

2.88.2. TRAVEL ON INSTITUTE BUSINESS ; 



A member of^^the faculty, or staff who. must travel- in 
order to conduct Institute business will be fully 
reimbursed for all reasonable and necessary expenses 
iVicurred in connection with such travel. Author- 
ization for such travel is the responsibility of the 
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supervisor of the fund account to which tf 
wi 3 1 b\ charged. - 



travel 



When thlt, account has been establistted in cfcniunction 
with a sponsored program or involves the usei of 
restric*te|i funds, such authorization must be\consis- 
tent with|any applicable restrictions'. 

Those who Ijravel in order to conduct InstitutI 
business are provided traval accident insurance 
coverage in the amount of $100,000, 



2.>88.3 TRAVEL EXPENSE REIMBURSEMENT 



2.88.4 



Detailed pol ici es concerni ng reimbursement of tJ^avel 
expenses incurred in the performance of Institui 
business are contained in the compilation, "Travlel 
Expense Po 1 i c 1 es , a va i 1 abl e from the Comptrol 1 ' s 
Accounting Office. Special forms available fromlthe 
Accounting Office should be used, in reporting exq^n- 
ses for reimbjiursement. » 

TRAVEL ARRANd^MENTS AND INFORMATION 



Information fconcerning use of the I ns ti tute ' s travel 
agencies, cyedi t -cards , travel i nsurance authori ;:a - 
tion for tickets, and submission of vouchers Is ajso 
contained i/n "Travel Expense Policies.' 
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3.00 SPECIAL RELATIONSHIPS ANO RESPONSIBILITIES 



3.10 RESP0 N$IBILIT IES_T0V/AR0 STUOEnTS ANQvEMPL OYEIS _^ 

M.I.T. Is committed to continuing attention -to the 
structure of ojJportunity afforded those who spend 
time here--opportun 1 ty for Individual satisfaction 
and setf-fu^f niment, opportunity for employment and 
subsequent advancement. All who study here and work 
here stand to benefit from greater attention to 
.these basic human^needs. Persons employed at the 
Institute require ready access to opportun 1 1 1 es^^for^ 
advancement, as well as greater attention to their 
needs for personal and career development. Those 
who study here deserve an education which enriches 

e essential lifelong pt'oces's of growth and educa- 
tional self-renewal and places a premiurp on self- 
suf f icienclT and intellectual Independence, 



/ft 



3 J 5 LlllAj Q^PQi?IlL^Jiy^PPLlcj( . , „ 

The Institute Virough its Affirmative Ac 1 1 on 'Prograrif 
seeks to expand its efforts to guarantee equality of 
opportunity in employment and in education and to 
reduce underrepresentation and under ut 1 1 1 za t i on of 
minorities and women at M.I.T. For all categories 
of. empl oyment , the Institute's object'ives are to 
achieve a representation of. women and minorities 
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' that Is at least In proportion to their current 
availability and to provide new opportunities for 
career d e ve 1 opmen t wh 1 c h both stimulate and respond • 
to the-lr Changing Interest and aspirations. Slmi- 
lar4y, for all of the educational programs, the 
Institute's objecjtlves are both to achi.eve represent- 
dtlpns of minorities and women In the student body 
which reflet their current a va 1 1 ab i 1 i ty :a nd inter- 
ests and to entourage larger proportions of these 
«4ruupb Lu seek careers for which the Institute's 
educaPtlonal resource's are desiaoed to prepare th^m.' 
The Institute's Affirmative Action Plan should be 
reviewed for further understanding of the responsl- 
hll.ltlqs asslgnjed and the procedures developed to 
carry out the Institute'^ eqflal opportunity policy. 
In particular, notice should bo^gken of the require- 
f"ent that evidence pf a broad search f or ca nd i d<j tes , 
Including women and mi'norlty candidates, must be 
prespnted to the Academic Council prlor^to an offer 
of appointment for a faculty. Instructor, administra- 
tive , 'l 1 b r a ry , or sponsored research staff position. 



3.ifO * SPECIAL EMPLOYMFNT POUCfES 



. ' ^E.^^^Of^^JB H LTJ.f ^ OF SJiPE RV I SpRS 

irMany persons at M.I.T. have, as supervisors, respon- 
sibility for orrifanizing and dfrecting the work of 
others. These Ves pans 1 b 1 1 i 1 1 es fall as well on 
those not clearly designated as supervisors. While 
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the daily re s pon s 1 b 1 1 i t 1 es . o f academic staff members 
are primarily their professional and scholarly 
Activities of research and teaching, many among 
them, especially the f ai:ul ty ,. are also supervisors 
guiding the work of others, including Sponsored 
Research Staff members Research Assoc 1 a tes , * Sec re - 
taries, and Technical Assistants. The Irespons ibi 1 1 - 
ties of supervision ^include understanding and admin- 
istering Instttut^ policies governing relations with 
its employees, gi*v1n^ recognition for work well done 
arr^^ 1 denti fyi ng less than satisfactory perf orfFHincp , 
being concerned with the development and realisation 
of the capabilities of those under their s;uperv 1 s 1 on , 
and in other ways seeking to increase'the satlsfac- 
^ tiORS of th«e work anrf the work i ng envi rpnment . 
Supervisors should seek to" be sensitive to the 
feelings. and attitudes of thosNa they supervise and 
reach for ^mutual understanding of 'the tasks, terms 
and conditions of work. At the same time, they have 
the obligation to set high standards o-f performance, 
to require matchintj achievement, and to terminate 
those who are unable or unwilling to jneet the expec- 
ted standards. Supervisors may not require employees 
to work on their personal or non-pro fesjional affairs 

* nor may employees be required to perform personal 

* services except where inherent in the nature of the 
position and defined in the position des cr i,p't i on . 



POL I C YJ OJt iM P L 0 Y MJ H J: p£ H^^ Pi. Jl^_ A^JtLii MiJJ_i 



promot>1ons*on qua 1 i f i caS: i ons and performance. "In 
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keoping with this policy, members of the same family, 
including husband and wife, are eligible forsemploy- 
I ment as faculty or staff members or in positions 
v/ithin other Job .categ'or i es . Where members of the 
s'am'e family are jrecommended to work for the same 
supervisor, the arrangement shall' be approve^ in 
advance by the Chancellor. However, fn the above 
situations, a supjervisor-employee relationshi'p shall 
not prevail at the time of employment or thereafter, 
nor shall one member of the family relatio.ns4iip 
assume for the other the role of advoca te „gr' judge 
with resper*t to conditions of employment, saltrry, or 
promotion/ 

It shouJd be clear that the reasons underlying such 
a restriction on employment, defined as applying t^o 
members of the same family, should apply with equal 
validity to those whose living arrangements approxi- 
mate, to family relationships. 

Wh\le general responsibility for assuring adherence 
to thpse poli(|ies must rest*v;ith those responsibl'e 
for appointments and assignments and principally 
accidemic and administrative depar tfnent yheads , labora- 
tory and center directors, a particular responsibil- 
ity for sensitivity to the potential conflicts fails 
on. those whdse family or per soha 1 re 1 atl ons'^i i ps mdy 
g i ve rise to them. 
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I LVAfJjCX PROCXQUM . 

Any person employed* a>t M.I.T. who believes jthat the* 
Institute's stated policy of non,-d 1 scr 1 m 1 na t^l on has 
been violated or that he or she has been treated 
unjustly for any reasoj should have access to a 
clear means of seeking redress. Such persorts should 
be encouraged to communicate, either In. writing or 
Jn person, with the Special Assistant for Minority 
Affairs or the Special Asslstan/for Women and Work. 
Either will Initiate an Inquiry 1nto_^all the facts 
relevant to the complaint and will attempt' to resolve 
the matter to the satisfaction of both the aggrieved 
Individual and the person or organization against 
which the complaint has been brought, recommending a 
final decision In each Instance to the Chancellor. 

This process will be heVd confidential to th^*- ext^t 
that the aggrieved' person wishes It. It Is hoped In 
most Instances that any person who feels aggrieved 
wl^Vhave sought to resolve his or her complaint 
with the appropriate persons w 1 t h 1 n * t he ' depar tmen t , 
Including the cfepartment head, and. In, the case of 
other than academic staff, with the ass1sta.nce of 
the appropriate Personnel Officer before bringing 
the .compl a 1 n t to the attention of the Special a4s1s- 
tant for Minority Affairs or the Special Assistant 
for Women an'd Work." 



♦This procedure i^ not Intended to apply to employ- 
ees who are represented by a labor union. Collective 
bargaining agreements applying to these employees 
1 nc i udo- gr 1 e vance and /i r b 1 1 ra 1 1 on procedures and 
equal opportunity provisions. 

r 
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MATERNITY AND PARENTAL LEAVE POLICY 



The Inst1*tute's policy Is to treat pregriancy and( 
childbirth as any other tempoj|R^ry disability under 
its* leave and benefits progrum. It is our policy 
also to afford opportunity for parental 1 ea ve' w i thov. t 
pay botfi to male and f(imale employees. These two 
policies described J^elow apply regardless of marital 
status. 

^ - J . 

MATERNITY LEAVE . . 



01 stability arising from pregnancy and childbirth^ 
ml-scarr lage , or abor t Ion wi 1 1 /fe treated, for an 
Individual who has had one or more years <of continu- 
ous service, as a temporary disability under M.(.T. 
sick leave policy. However, 



a. A person who chooses not to work after 'the 
period of disability surrounc'ing the birth 'of a 
child will have authorized 1 ea veT w1 thout pay for the 
time remaining in the total period granted under the 
polixy of Parental Leave, Section 3.24.2. 

b» Sick leave salary payments for disabilities 
arising from childbirth are conditional on return to 
work. The Institute will take measures to collect 
the amount should the individual rhoose not to 
rt^tur n' to work . 

PARENTAL LiAVE WITHOUT^PAY 



Regular full-time or part-time (50? or more of* 
nbrmal work week) persons (male or female) who have 
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compl et^if ' thei r* probat 1 onary per.lods of employment 
are eligible for. leaves of absence at the t/me of 
the birth of each of their children, subject to the 
conditions below: 

a. Regular Leave : A leave vHthout pa^ of up to 
eight weeks w11<l be granted'pro>t1ded/the Individual 
gives reasonable notice (normally /our weeks) and 
Indicated Intention to*return to/work. Thq Indlvl- 
duaf's jctb, or a Job of equlvaVent classification 
and pa^, will be. restored by /the department or 
laboratory at the complpt10(?i of the leave unless the 
position has been ^llmlna^ted by reduction In force 
or^ opera 1 1 onal change u^der circumstances applying 
equally to other slmi^^ar jobs In the department, I-f 
the former pos 1^ Imr fra s been so affected, effort^s 
will be made to /jnd oth^ sul ta:^l e-*empl oyment , 
first In the department concerned and, secondly, 
within the Irystltute as a whole. 

b. All benefits may be kept In force, at the option 
of the 1 /d 1 V 1 dua 1*, provided arrangement Is made In 
advance/for the normal benefit deductions. Health 

1 nsura^ce .benef 1 ts mujt be k6pt In f^orce during this 
period or specifically walved'ln writing. 



3.25 



TERMINATION FOR LACK OF WORK OR FUNDS 



The following policies and pjfocedures apply whene-ver 
It ''becomes necessary to terminate one or'more employ- 
ees because of reduc&d fundlnt^, changes In the 
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natufe and scope of tJte wOpk, or for other opera-, 
tionalreasons. 

Covered in'this section are. those factors which- 
influence the dete.rminat'[on of employees to txe laid 
off, as well as the conten.jt^of the letter O^notifi-' 
cation, the length of the ndtice?period, method of 
fundirig: the notice per.iod to * a 1 ong-serv i ce^emp^oy ee , 
and the' pe-rsons who shouLd be consulted in the ' 
proces s . * v ^ 



3.25.1 DECISION CRITERIA 



.. In making the decision oti a ^^ayoff, where the c'hoice 

: is not clearly di ctated by the work to be eliminated 

and. ranige of ' ski 1 1 s of those^ engaged i ^i t, .depart- 
jt. *' ' ' ' ■. /■* 
ment head^ should carefully cons ider three important 

factors: 'individual perT^prm'^nce , the length of 

employee service, and the status and goals of affirm^ 

ative actfon in the department". No one of these 

considerations automatically outweighs the other. 

^They must each be judged and balanced i.n such a way 

&s to be as fair as pt>s s i bl.e/ to t he: ihd 1v i duS 1 s 

concern ed whi 1 e servi'ng .as wel l / the ' Ins t itute ' s need 

for an effective- staff. 

,,1 . ^ 

While sem on ty- ^i^S" not an overriding factor in 
, personn(pl administra'tion at M.I.T., length of service 
at the Institute must be an -important consic^eratid^n 
in determ^'ning, individuals to be laid off. Long 



*The T^Vofl^rovisions of collective bargaining 
■agreements wi 1 1 take precedence whenever they .are in^ 
conflict' with the^, pro v i s i ons of this section.' » 
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service, testifies to loyalty and comini tment and 
implies a record of responsible performance. At the 
same time, outstandi n^^work also must be recognized 
in layoff decisions. Superior perfojrm^nce on the 
part of an individual Ihth less service may lead, on 
balance, to a decision to retain the more junior 
person. Similarly, our commitment to the employment 
and advancement of women and members of minority 
groups must^play a part in the layoff dec "^s ion. 
Under reprlsen ta ti on of mi nor i ti es. /nd women within 
the department should be an influyntial factor in 
thedecision. 

The final choice in each instance will derive from ^ 
the interplay of these criteria, and each should be' 
considered a.nd weighed. It is im^portant to remember 
that layoff notices carry the presumption that the 
individuals r.eceiving them are valuable contributing 
members of the community who must be rel eased, only 
because insufficient work and/or funds exist to 
continue their employment. As valuable employees* 
they will be given preference in placement. and re- 
employment. It should.be clear that layoff \s not a 
method of terminating employees who have not 
performed in an acceptai?le manner. The regular 
I nsti tute p-ol i cy for warning and discharge for cause 
'should be followed in such ceases. 

CONSUL^TION WITH. PERSONNEL OFFICERS " 



In all these actions ,' department heads are urged to^ 
consult with their Personnel Officers for asslstasce 
in assuring that all Institute policies and - 

no 
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procedures pertaining to layoff are fully understood 
and applied. ■ , 

In the case where a c|epartinen t head proposes, ^to 
issue a layoff notice to a minority employee, to a * 
woman with exempt or staff status, or to an .indivi- 
dual with ten or more years of . con.ti nuou s seVvice^ 
the department head shoujjd-iorward to the Personnel 
Officer a statement defscribing the situation and 
giving the basis for the decision to lay off this 
particular person. After revi.ewi ng the case, the 
Personnel Officer may urge the dep^rtmen t head to 
discuss the actioq with tl^e appro'priate dean or vi/ice 
president or the Provost before ma^cing a final 
decision. " . ' * 



3.25.3 



LETTER OF NOTIFICATION 



When the I'ayoff deci s i ons ha ve been made, eac\ 
individual affected should^receive immediately a 
formal, written letter of notice. The letter should 
inform the individual of the reason for the layoff 
and the length of the notice period. It should be 
made clear that the individual is expected to carry 
out his or her usual responsibilities during the 
notice period but that a reasonable amount of/time ' 
will be allowed to seek another position at M.^.T. 
or els.ewhere. Thfe letter^ of notice should also 
sucgest that the individual contact his. or her 
Personnel Officer, for assistance in'seeki.ng another" 
position at the Institute. It should be noted that 
if a comparable po^sition at ff. I.T. is offered and 
refused, the notice period wiU end, and the employee 
will t ermi na te . ^ j ^ 
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AfStopy of the letter of notification should be 
forwarded to the PersQnnel Officer at the time it is 
given to'the i nd i v i dua 1 , toge the r with -such informa- 
tion about the individual 's length of service, 
'Skills, and experience as may be helpful in deter- 
mining qualifications for existing vacancies. 

PERIOD OF NOTICE ' ^ 

The period of notice is. not severaace pay but a 
period during which the' individual is continued i^ 
an empl qyee s tat\is a t regul ar salary until the end 
.of the notice period or until the individual is 
empl oyed^l sewhere , whichever comes earlier. The 
provisions of this policy governing the period of 
/lotice do not apply, to cases of discharge for <:ause, 
voluntary resignation, or the expindP^ion of appoint- 
ments having speci'fic stated terrninatipn dai^tes. 
Notice to laid off ermpl oy.'ees will be given in accor- 
dance with the following schedules: 



2 months** 

3 months 



Staff and Exempt ^ 
0 to 1 year 
T to 5 years 



*Spons or ed r^esearch staff , admji nistrative staff, 
academic administrative staff , libr^^ry staff, the^ 
exempt staff, and Technical Assistants and Technical 
I n'Str-uctors hoLdirvg academi c appoi ntments . 

**This schedule f or j)ersons wi th less than one year 
of service applies to sta/f or exempt appointed on 
or after July 1, 1975. Others wi%ftreceive 3 months 
notice. Superv i sors of staff or e^feUpt personnel 
who have questions regarding the schedul e should 
contact their Personnel Officers. 
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3.g5.5 



5 yaars and over 




3 mqnths plus additional 
week for each year of 
service (or any major 
portion thereof) over 5 
years. 



FUNDING 



months * • 

* 

2 months plus 1 additional, 
week for each year df 
service (or any major 
portion thereof) ove^r 5 
y;ears. " , 



NOTICE TO LONG-SERVICE PERSONNEL.-^ 



When the^ minimum notice period for service in excess 
of • fi VQ' years ^cannot be^ supfrorted by th^ funds 
available In a contract or grant, the salary costs 
foi; the additional notice^may ])e absorbed by funds 
administered centrally through arrangement with the 
Director of Personnel Services. 



3.26 



TUBERCULOSIS EXAMINATIONS 



All. faculty and st^ff appointments and reappointments 
are contlngenjt. upon meeting the requirements .of the 
fol 1 owl ng -srtate laws, where applicable: 



**No person known to be suffering from tuberculosis 
in a communicable form, or having evidence or sympr 
toms thereof, shall be employed or continued in 
dmployment at any school in the Gfommpnwealth, include 
Ang any college or university , in ajil/ capacity which 
might bring him into direct contact with any student 
at such school. Immediately prior to his entering 
int6 any such employment , and at least every three 
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ybars during the course of^his employment ^ther^af ter , 
each person whose duties bring him into such direct 
contact , shall file ... a report, made by a regis" 
te red phys i c ian , relative to his freedom from tuber- 
culosis in a communica ble form . . . Such report 
stiall be accompanied by an X-ray of such person's 
chest', . . or^by 6he results of an intradermal 
tuberculin^ test . . . and by .the result,?' of such , 
other laborqitory tests ^nd clinical *exami na tions as 
may be essential to a diagnosis of tubeJ?culos i s in a 
communicable form . " (General Laws of the Common- 
wealth of Massachusetts , Amended by Chapter 378, 
Acts of 1964, Chapter 71, Section 55b) 
• • » 

Tlie tuberculin test and/or chest X-ray are provided 
free by the Medical Department. Hew faculty and 
staff members and employees s hou 1 d*srfi^or t to the 
'Medical Department upon arrival at M.I.T. Indivi- ^ 
duals will be notified by the Medical Department 
every three years to report for re-examination to 
present evidence of freedom from communicable 
tuberculosis. 



RELATIONS WITH STUDENTS 



This section covers policies and procedures that 
have a special bearing on f a cti 1 ty- s tuden t relations. 
The General CafeBlogue and the Graduate School Manual 
constitute source material defining the academic 
program. 
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ADVISING AND COUNSEirNG 



An essential obligation of-^the acad.emic staff iiS to 
counsel students not only i^relatlon to their 
academic'program but also co^c7rning their profes- 
sional standards and general welfare. Such a rela- 
tionship between teacher andstudent stimulates 
student interest and response and is an integral 
part of th.e educational process. In t'his sense, all 
mitmbers of the faculty become advi sers* , and counsel ors 
to each of their students. However, to give a 
certain degree of f orma 1 • s tr uc ture to this counseling 
anfl to provide a means by which reg i strati on proced - 
ures may be carried out, each, student is assigned to 
an adviser who parti ci pates in one or more of the ♦ 
formal advisory programs. Each of th6 programs 
publishes a guide fpr its advisers and the Commi ttee H 
on Academic Performance publishes general guidelines 
and information for all undergraduates and advisers.. 

Each first-year stuc'ent i^^ssigned to a Presiiman 
Adviser, who is a member of the Freshman Advisory 
Council. Although other ni embers of the M.I.T. 
Community aTso*seVve as«Freshman Advisers, members 
of the academic staff especially Interested in 
interacting with f-reshmen are particularly encouraged 
to volunteer for tliis program, which is coor'dinated 
by the Fre^shman Advisory Council Office. 

Each second-)sear student who has not yet formally 
designated a departrrent is assigned to an Undesig- 
nated Sophomore Adviser, who may also ha.ve been the 
student's Freshman' Ad v1 ser . Similar In composition 
to the Freshman Ad vi sory Council and coordinated by 

.101 » 



115 



•'"N^ a staff rpember in the Dean for Student Affairs 

•Office, the group of volunteers swerving as Undesig- 
nated Sophomore Advisers consists of individuals 
partictflarly sensitive to the issues related to 
choosing a major which are somewhat more^ unique Us 
this group of students. Interested members of th^ 
academic staff are also parti ct^l arly encouraged to 
volunteer for this program. 

A'll other second, third and fourth-year -students ar^ 
assigned Faculty Couns e 1 ors -i n their re-spective 
academic departments. Each department is responsible 
for establishing its own advisory structure, ancj^ 
systems vary amOng the departnvents . 
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Graduate students are assigned 
treti^n Officer and, in additi 
Advisers. Because a clo^e rel 
between gradutrffe students and 
t'his faculty member assumes an 
both personal counseling and a 



to a GradiJate Regis- 
on , have Research 
ationship develops 
their Research Advisers, 

important rdl e i n 
cadeiiiic advising. 



\ 



^fn carrying out their res pons i 
counselors can obtain s.peciali 
# the following offices, orthey 
di rec tl y : 



bilities, ^advisers and 
zed assistance from 
may refer the student 



Career Counsel i ng 
Employment: Undergraduate 
Employment: Graduate 
Fel'l owshi ps; Trainee sliips 
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Career PT^nifig and * 
PlacemeiK^ Office 

Student Empl oyment 
Office 

Academi c Department 
Research Centers 

t 

Graduate School Office 



Financial Aid 

Foreign Students 

Fore1gr\ Study ' 
Health Matters 
Hoois 1 ng 



iegfti Questions 



Loans: Undergraduate 
and Graduate 

Pre-Eduta t1 09^, Pre - Law , 
1 1 c 1 n e 



Pre-Med^ 
' Advice 



Program 



R i 1 1 g J^u^C 0 nc e r ri s 
Scholarships: Undergraduate 



Special Protxlems of^ a 
Personal or Acacjeihlc 
Nature 



Student Financial Aid 
Office ^ 

Forel gn Students 
Advl ser 

fbreign Study Office 

Medical Department 

,Dean for Student 
Affairs 
Community Housing 
Office 

Dean far Student 
Affairs ^ 

Student 'Financial Aid 
^ Office 

PreproiVess1\)nal * 
Advising and 
Ed'ucatlon Office 

M. I .T., Religious 
Counselors * * 

Student Financial Aid 
Office 

"Counsel 1 ng Deans . 
Dean- for Student 
Affairs OfTlce 



P ARTICIPATION IN STUDENT ACTIVITIES 

Student 1 nvol venment In student activities Is an 
Integral part of the total college educational 
experience. Such activities provide learning oppor- 
tunl tf f!.s ,^^ot normally found In the classroom, 
enrfcli and broaden the Individual, and, perhaps ,mo$t 
Importantly, allow a student to enjoy a change 
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of pace and Tind enjoyment ' i n the development of 
personal interests not striAly academic. 

Faculty members are encouraged to associate with 
students in nt)r^ cademi c activities in order to 
.share with students their knowledge and breadth of 
experience^ and because,tH6y can,, working along with> 
^tujlen ts / convey to thenS'^^^he^^^^jiM ities and attitudes 
tliat are necessary for Vfe4lFership^ 



DNDERGR^aPUATE RES EARCH OPPORTUNITIES PROGRAM > QUROP ) ^ 

The Institute and jts faculty recognize that oppor- 
' 'tunit^s^for co 1 1 abora t i oh' be twGe n undergraXiua tes 

and faculty iti profess i orral and s cho 1 arl y re search , 
' »3«Pa unique and valuable feature of the M.I.T. 
undergraduate educational experi.ence and that such 
^tol 1 abora t i o'n is pften of wtual benefit to both 
. faci/lty member an<Jfstudent colleague. They believe 
that such as^sociation should be encouraged wherever, 
appropriate and possi^e. There are s.everal academic 
programs, and formates which.can ser^ve as coQvenient 
vehi^fcles f or ^f acul ty/s tudent collaboration. A few 
(examples are I. A. P., project laboratory, undergrad- 
uate thesis, fieldwork, special problems, and under- 
graduate research subjects. Undergraduate partici- 
pation in research may also offer an important 
alternative Academic means for, effective advising 
and counseling of students. 

In a collaboration, the faculty member should be 
i n vol ved , from early stages of the conceptualization 
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of the sfuderit's activity. Xt^^is expeoted that the 
faculty f^ember win guide the '^tudeht in d^esigning A 
>ea^list1,c program |of substantfal i nte 11 ectua 1 .effort , 
will sup?rvise thei student ' s progress in that program, 
and wiVl evaluate (the progress and success of the 
acfti vi ty' f rom tJmej to time during the program. 
Norma-l^l y , ' the facul ty member ' s own professional 
interests and expeir ti se wi 1 1 be in the area of. the 
studen activity. y 

The Undergraduate fj^earch Opportunities Program 
represen'ts a signif^icant commitment by the " I ns ti tute 
to. the SAj&por^ of such professional and research' 
^col 1 abora^^on'^ be twee n** 'faculty and undergraduates. 
The UROP Off*i<ie and its staff maintain a-high level ^ 
of' creative*lflexibility and a large bank of resources 
for respondf'/lg to the needs of faculty and undergrad- 
uate research participants. 



C0NDUCT^^^D aisciPLi nij^^ ^ 



M.I.T. assumes that all stu<fen'ts come to the Insti- 
tute for a serious pur'pose and expects them to be 
respor^-lble indlfv^duals who demand of themselves 
high standards of honesty and personal conduct. 
Disappointments in this expectation have been rare. " 
Therefore, it is M.I.T.'s policy to have as few * 
rules and regul ati ons^as are consistent with effi- 
cient administration and general welfare. 

f . * 
Fundamental to the principle of independent learning 
and prof ess 1 onaV growth is the requ i remen f df honesty 
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and integrity In the performance of academic assi^^n- 
ments, both in the classroom and* outside, and in. the 
conduct of personal life. Accordingly, M. I. -T. holds 
its studetits to the higfest of intellectual integrity. 
Thus, the attempt of any student to present as his 
or her own any work wh%ch he or she has not performed 
or to ^ss any examinations by Imprpper means is , 
regarded by^the faculty as a most^ serious offense - 
and renders the offender liable to' immediate expnjl- 
sion. The aiding and ab'etting of a stude>vt^Jjjy&ny 
dishonesty Js also held^^s a grave breach of conduct. 

It is'the responsibility of the instructors in each 
class to see that order is mai^t^ined, and they are 
authorized to exclude any studejit from' class for 
sufficient cause. Such ^Txclusjon should be reported 
tothe Office of the Dean for Student* AfM'a i rs . - 

M.I.T.'has traditionally placed considerable respon- 
sibility on undergraduate governing gr.oups to deal 
with problems in the student communi ty. 'Nearly all 
Institute houseis and independent residences have 
Judicial procedures, organizations, or designated 
persons who deal with disputes and violations of 
rules and regulations that occur in their living 
groups. The Dormitory Council may handle inter- 
house complaints and act as an appellate body on 
matters that have been lieard by House- Jud i c i a ry 
Committees. The Faculty Committee on Discipline Is 
composed of eight faci'lty members, fi ve students , 
and the Dean for Student Affairs (ex officio). This 
Committee han-dles allegations of academic offenlses, 
violations of Institute rules, and instances of 
unethical conduct which, ^o not fall within the 
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purv1,ew of house Judi cial procedures, when these 
allegations are made against the student. by a member 
of the M.I,.T. com^munity?^ The Faculty Committee on 
Discip^fine may also hear appeals of oases heard 
elsewhere^ The Fa cu 1 ty ''Comm i tt ee on Discipline may 
, i ssu^'^'or* recoipmend to the Presijjent formal discipline 
■ ar/^ sane t i onsJ aja i ns t students , sDcJi as probatiorf 
an J requlrejCltsSi thdrawal . These formal actions are 
• notefl upon the- s tucjen t ' s '^ra n scri pt . 

The Graduate Student Co'tjncjl does j\ot hav.'e a form/] 
student j Udi ci a ry sy s tem . However, ther^are gj;-ad- 
uate student members of the faculty Committee on 
'Discipline, and 'Instftute. houses primaril^y for 
graduate 5>tiJdents may have procedures for infractions 
occurring irf their byildipgs. Infraction^ committed 
by graduate students with-in the institute community, 
whid'h call for d i s c i plfti na ry cons i derai:i on may ' be 
handled by the student ' s^graduate registration » 
officer, the Vice President and Dean of the Graduate 
School , or tliife' Dean for Student Aff^i rs . More 
serious cases may be considered by the Faculty . 
- Committee on Discipline, 

« 

Off-campus misconduct will not be the basis for 
disciplinary action unless it is deemed by the 
Institute a clear and present danger to the functions 
of the Institute. The Institute determines its 
.jurisdiction unde/? this policy for each case. 
Student status in no sense renders a student immune 
from the jurisdiction of civil courts and other 
civil authorities according to the^law of the land. 
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If a student's Infraction involves hlm'or her both 
in Instl'tute judi-cial proceedings and in'court 
proceedings, and if an Iwistitute decision might 
preju-dice his or her court' case, the Institute wflj 
usually hold its decision in abeyance until after ^ 
the courts proceedi ngs have reached a conclusive • 
point. 

All hearings, vfiether by student judicial groups or 
by the Faculty Coininitte;e on Oi«6c 1 pi i ne , are coiiducte 
only after a thorough i n vesti gat-4^n*^has been made 
into the nature of the violation and^nto the facts 
relevant to^JJ:, In every . case, the student^f w^^ll 
have an opportunity to be heard t>y the i^ici^al^ 
group considering the Case. The stude^^aiso^fa5; 
the rJghV.to at}p"ea \ ^ft^dec i ^ i on to a higher Judicial 
group.^ However, decisions by the Fa cu 1 ty Commi ttee 
on- Discipline are final. , 

" ' * . ' i. . . ^ ' 

The f^aculty Coimni ttee . o^n Discipline adheres strictlvy 
to the principle that hcfei^ons resulting from disci- 
plinary considerations must not include altering 
academic grades *or academic standing, nor may "socia 
probations" be Imposed. / 

Among the actlOTS that^^th^ Faculty Committee On 
Discipline con U^i as a /result of a- di sci pi 1 n^iry 
review are admonition, clUciplinary probation, and 
recommendaJilon to the Pif^^sident that a student be 
dismissed "for disciplinary reasons." Upon disci- 
p,11na!»y probation, a note "placed upon formal disci- 
plinary probation" is, entered in the student's 
permanent record. 
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PRIVACY QF STUDENT RECORDS 



The institute recogn i zes ^ tha t specific items of'' 
i^nfo rma t ion about' i'ndi vidua! students must be recor-. 
ded and^eld on file to facilitate the educational 
process. Such -i ni;ormation is necessary in support 
of educational prog.rairis and serves the Interest of 
tfiose who participate in them, students facu>lty, 
and staff. The Institute is responsible for protec- 
ting the privacy rights of all individuals concerning 
whom it holds information, records, and, files. 
I nf orma t i on con cern i ng studen.ts must be collected, 
retaine^J, and used for clearly defineS purposes, 
must be safeguarded and controlled to avoi^ viola- * 
tions of personal privacy, and niust be appropriately 
disposed of when* the justification for tts collection 
and retention no longer exists. 



Certain academic records at the Insti tute *are 
retained perm&nVntl y in the Office of the Registrar, 
The Institute is also i)blige3^ under certain state 
and Federal laws*a-nd regulations to -ret^n for 
specific periods /certain admissions, employment, 
student financial aid, medical, arid accounting- 
records.'. With, the excep^tion. of information and 
records in these categories, persons'^responsible .for 
the maintenance and control of information may 
dispose of that information "when it has served its 
intended purpose. 

The Famii-y Educational Rights and Privacy A}Ct of ' 
1974 gives students certain rights, consistent with 
the privacy of others, to review records, files, - 
and data held about them on an official b*asis by the 

109 . 



12 



Institute, and also ^ives students a right to chal-' 
lenge the content of those reco rd^, files-and^data 
which. they believe are inaccurate, -misleading, or 
^ otherwise in violation of thei "pr,i vacy and other 
rights. This act also imposes certain controls on 
access to information about students » 

3.35.1 REVIEW OF RECORD'S AND CHALLENGES TO RECORD CONTENT " 

Subject* to the statements made below, all information 
held in the official files and records of the Insti- 
tute that are identifi*ed with an individual student 
or former student will be available fqr revi,ew at 
the writtenrequ^st of that individual. Such 
requests, as well as challenQes to the content of 
files, records, and data, should be made in writing 
at the Offices of the Dean for,,Student Affairs and 
the Vice Pre isj dent and Dean of the Graduate School . 
Individuals may directly request a review or^chal- 
lenge^the content of the official records abdur^t^fem 
which ^re maintained by the Offices of the Registrar, 
Student Accounts, Student Loans, Medical Depari:ment, 
Psychiatri't Ser^vice, and Soc/ial Service. 

Information about students assembled prior to Novem-. 
ber 19, 1974, under promises oV confidentiality, 
explicit or implicit, should not be made available 
for rev'iew by the concerned students without the 
jwritten consent of the author. Information about 
students that has been accepted by M.KT. after 
November 19, 1974, for official use may be made 
available t^j^^^th^conc^rijed individual for review, 
except for pa rt i c'l: 1 a^ 1 etters of recommendation for 
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which the student has previously waived his or hec- 
right to review., 

3.35.2 RELEASE OF INFORMATION ABOUT /STUDENTS ... 



Persons within the Institute who have legitimate 
educational interests in certain students' records 
(e.g., faculty counselors in academic ^records of 
their advisees) may^Jiaye access to information 
contained in these recorcjs without the students'* 
prior consent'. Information may be released to these 
persons without written request. and without the 
students being informed that ^'such i nformation has 
.been released. A record of access must be made, 
however, of the individuals who have had access to 
the students' files, records and data. 

i 

Dates of attendance, departmental af f 1 1 i atfi on s , 
degrees received, and certain informat-jfon provided 
by the individual student to the Information Center 
for publication in the Student Directory may be 
released to. inquirers w-itKout ob.tainin^ the consent 
of the individual student and without making a 
record of the Inquiries. The Student Directory is 
for authorized use only, and mailing 1 1 sts " of tnembers 
of the Institute student body shoi(.ld not.be provided 
to persons autside of W.I.T. without the consent of 
the Dean for Student Affairs or ^he Vice President^ 
and Dean of the Graduate School. 
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REQUESTS FOR INFORMATION FROM ' . 

PERSONS OUTSIDE THE INSTITUTE . 

Except for persons within the Institute who have, 
legitimate educational ititerests in students' records,- 
all 'individual s , organizations, (xT agencies, Includ- 
in*g parents and employers, seeking information about 
individual students at.M.I.T. not covered in the 
above section, must make written requests for the 
information. These requests should adequately 
identify the students and the information being 
sought and should specify the reasons for the 
requests. Prior to comply ing with these requests, 
individuals and offices at M.I.T. should determine, 
whether or not the student's explicit written consent 
is required. If the student's explicit written 
consent for release of the information to the reques- 
ter is not obtaine;!, the request should be denied. 

LETTERS OF RECOMMENDATIO N a - 

The Institute believes that candid appraisals and 
:Bvaluations of performance and potential are an 
Essential constituent of the ^educa ti ona 1 process, 
ifoyther^ it believes that tl^prov i s i on , with appr^o- 
priate permission of such^^<l3ff^ormati on to prospective 
employers, to other educational institutions, or 'to 
other legitimately concerned outside individuals -or 
agencies, will be in the interest of the concerned 
student. Members of the faculty and staff should 
^use the following guidelines in writing letters. of 
recommendation , 
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Students' requests for letters of recommendation to 
be written by members of the Institute faculty and 
staff or to have other information about .them forwar- 
ded to individuals, including parents and employers, 
organizations , or governmental agenc ies ,^ etc . , 
should be made iA writing. These ^requests should 
appropriately identify the student , the desired . 
recipient of the materials, and the specific purposes 
for which it is to be used. 

Letters of recommendation and other documents- con- 
tain i n g per son a 1 1 y identifiable information about a 
student or former student may be wri^tten or prepared 
*by a member of the institute faculty or staff in 
c^onnection with a stUdeQ^t's application for admission 
to a graduate or professional school or for transfer- 
to another educational institution and may be forwar- 
ded to such school or institution without prior 
consent of the student. However, unless the student 
has waived in writing his or her right to review the 
letters, he or she must be notified of the transfer, 
provided with a copy of the letter or document ^f he 
or she desires, and granted an opportunity for a 
Clearing to challenge the contents of thp documents 
rel eased . 

» 

Waivers of right to review letters of recommendations 
A student, former student, or appl i cant - for admiss.ion 
may vol untar i ly waive his or her right to review or 
'receive copies of letters of recommendation or other 
documents sent to M.I.T. or writ-ten by a. member of 
the^M.I.T. faculty or Sitaff.in connection with 
admissionto educational institutions, empl oymen t , 
or consideration for an honor o\^recogn i tion . Sufh 
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a waiver must be in writing and must include adequate 
identification of the concerned individual, the 
author of the letter, and the purpose for which the 
letter is Intended.* Such waivers must not be 
required as a condition for admission to, receipt of 
financial aid fr.om.,' or receipt of any other services 
or benefits f^am any agency or institution. 

^ ' y 

With the exception of the letters of recommendation 
and documents described in the two preceding para- 
graphs, all letters of recommendation, reports, 
records, files, and data containing personally 
identifiable information on students written about 
an M.I.T. student by a member of the Institute 
faculty or staff may be forwarded only with the 
student's pri or wr i tlen consent. 

' V 

All letters of recommendation, reports, etc., regard- 
ing M.I.T. students that are released to persons or 
organizations outside 6f M.I.T. must be released on 
the condition that no o,ther party will have access 
to them without the student's written consent. 
Language to this effect should be contained in the 
written materials. 



35.5 PERSONAL FILES 



The personal files of members of the f £y and 
staff which concern students, including private 
correspondence and notes which refer to«. s tuden ts , , 
are not regarded as of fici aV Records of the Institute 
•and are not fiejl ^ subject to review by students. 
However, if the personal file^are made available to 
Others within the I ns t i tu te.- f or official use, or if 
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they are nyide available to parties outstde M.I.T., 
then the concerned studpnt may have a right to 
.review those personal files. *f 

« ■ . 

3.35:6 RECOR&^.MAINTENANCE AND INVENTORY 



Each Institute office which maintains records, files, 
and data pertaining to students should also maintain 
a record of the persons who have had access to the 
office's files, records, and data. 'Eaoh office' 
should periodically take Inventory of Its records, 
files, and/data on student's to Insure that Informa- 
tion about students and former students Is being 
retained only for the purposes for which It WjQS 
collected and Is not faeinq retained beyond reasonable 
periods of utility. Unless retention of the Informa- 
tion about students Is required, IndlvldHials and 
offices may dispose of Information on a systematic 
basis (rather than on a case^^y^^case basis following 
requests to review the 1 n f or^ftj^t 1 on ) , . 

Detailed copies of. the Institute's statement on 
policies and procedures conc*ern1ng access to student 
records and governmental laws and regulations may be 
obtained from the Office of the Dean for Student 
Affairs. Questions concerning such matters may bo' 
directed to the Dean for Student Affairs; Chairman 
of the Committee on Prlvafy*, or the Vice President' 
for Administration an«j P-ersonnel , the senior officer 
responsible for overseeing Institute operations with 
respect to the prote^tl on of Individual privacy. 
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W.93VJk JM /EjS BY^^ACADEHJC STAFF MEMBERS ^ 

Tutoring for feea b-y academic staff members Vs 

always open to question since tuition payment o^jtit- 

1 es a student to reasonable assistance from the 

Instructing sta-ff vjlthout additional personal fees. 

It also Interferes with the aim of the faculty to 

encourage e^ery student tp feel free to consult 

members of the staff toa reasonable extent about 
♦ 

his or her work. For these reasons no, faculty 
member or instructor rriy tutor for fees in any 
sub jec t . 

General tutoring assistance is provided without 
charge to any student by Tutors and Senior Tutors 
viho live In the residence houses and fraternities 
and who are appointed by the Institute. 

The Institute recognizes the ne^d, however, for 
tutoring in depth under certain conditions. There- 
fore, with the permission of their department heads, 
graduate students may tutor students who are referred 
to the dopartment for tutorial assistance by their > 
Freshman Advisers, their Faculty Counselors, or the 
Office of the Dean for Student Affal rs . Graduate 
students who Kold teaching a s s 1 s tan t sh 1 ps may not, 
however, tutor in any subjects in which tH^y^glve 
class room ar laboratory instruction. 
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3.40 relat;ons with the cohhunity and public 

In addition to Its Inherent, responsibility for 
pub-llc service, the Institute has a special obliga- 
tion to the local community, recognizing that the 
long-range welfare of th? commun 1 ty and the Institute, 
are In lajrge measure .Inseparable.' 

Many activities, some research, some acti on-QrIented , 
some .communi ty service, have been undertaken In 
recent y^^ears In Cambridge- and In Greater Boston by 
students , ^faculty , and staff. There are also other 
programs carried out by M.I.T. In Its' role as an 
InsMtutlonal citizen of this metropolitan area". 
Many of these projects are substantial and several 
Involve collaborative action with other universities 
and organizations In the Boston area. 

The Institute's principal staff officer In regard to 
these acjtlvltles u the Special Asslstarit to the 
President for Urban Relations, This officer has the ^ . / 
responsibility for- coord 1 oa t1 ng theu Insti tute ' s 
administrative efforts In urban rel^itlons In the 
conduct of university-community activities and 
serves as an administrative resource for the academic 
departments to'^support their urban Interfaces and 
activities. Within the Institute the Special Assis- * 
tant Is a communications link and a ca^ra 1 ys t for 
action and outside the campus, a resource for our 
local communities. 



In addJtpHon, the Institute serves the local community 
1nd1rch:tly through the part 1 c 1 pa 1 1 on of Individual 
faculty ancJ staff members as pri vate »ci ti zens In ' 
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■community af f a 1 rs,- -c 1 v 1 c , political, cultural, 
business, and prof ess 1 ona 1 . The Institute encour- 
ages this gartlclpatlon by each member of the faculty 
and staff 1 n' accordance with his or her conscience' 
and beliefs and Interpretation of the duties of 
citizenship. It asks only that each person accept 
respons 1 b1 1 rty for d1 f ferentfating private views and 
activities from those In which he or she reprelfents 
the Insti tute whenever, the circumstances are such 
that the failure to do so might prove misleading. 



INSTITdJTE INFORMATION SERVICES , 

The activities and views of M.I.T. Students, faculty, 
and staff attract the Interjest and attention of the 
academic and professional communities and of the 
general public Those who speak fo-r the Institute 
or provide information concerning Its programs must ^ 
always be conscious of the need to present Informa- 
tion 1p a manner 'that will communicate most accur- 
ately and effectively the Institute's programs and 
objectives and to ijvold possible misunderstanding or 
conflict. Faculty and staff members are urged to 
coordtnato with the Institute Informatlo^i Services 
on any matter of public Information or any public 
statements. * . . ^ 
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USE OF INSTITUTE NAME 



Experience has shown the need to. prohibit the 
improper, use of the Insti tute ' s name in advertising 
and other promotional activities of outside organiza- 
tions. The Institute should not allow its name to 
be associated with business enterprises, when the 
obvious intent is to provide undue prestige to the 
business. Therefore, all proposals for the use of 
the name of M.I.T. in adveiftising and commercial 
publicity must be submitted to the Director of the 
News Office. . . ^ 

All faculty and staff members should assume respon- 
sibility for preventing misuse of the Institute's 
name. Misuse may arise from consulting activities, 
in public r epor ts. majde by • i n d i v i dua 1 s , or through . 
failure to record and clarify M. I .T. ' s .restri ctions 
governing the use of results obtained during research 
or investigations on behalf of commerc i a 1 f i rms . 
For this reason al^ agreements involving the use of 
Institute facilitie»s, including use for press conf(wr- 
ences or pub'l i c anjiouncements , should be coordinated 
withthe Provost. 

It is equally important that faculty and staff 
members not allow their own names to be exploited 
commercial ly in connection with project or product 
promotiorrs. It should be understood clearly that 
opinions expressed by a faculty or staff member in 
making an industrial report are the opinions of. the 
individual and not official statements made by the 
Institute. 

V 

119 

133 




Where publtcisty or advertising arising ff^om personal, 
non- Ijis.ti tute research or consultation is concerned, 
/acuity and -staff members are advised to consult^the 
Director jof Jhe News Office, <, > 



USE OF INSTITUljE LETTERHEAD > 

_ -j — 

Use of the Ufstitute letterhead for personal or 
profess1/<fnal correspondence occasionally causes 
embarrassment, sirrce commun ications using the Insti- 
tute letterhead sometimes are assumed erroneousl y 1:0 
be official Institute statements. Institute or , 
departmental letterhead^ should be reserved for 
correspondence r^gardin^y Institute affa.irs. If used 
at »1 1 , personal, prof ess i ona^PTjorrespondence should 
carry the name of the Institute onlty as an address. 

Procurement of Institute Letterheads :' The following 
policies concerning the design and printing of 
Institute letterheads have been approved: 

a. The institutional name, Massachusetts Institute 
of Technology, must be .the princ^Dal el ement ; other 
titles and addresses must be subsHdiory. 

b- When used, the I nsti tute seal or the central 
element from it must be r,epresented in its official 
form, with the approval ^of the Office of Design ^ 
Serv i ces . • 

• 

.C. Visual devices, other than the M.I.T. seal, are 
d i scouraged . 

1^20 
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d/ 'lt is recommended that aU Institute letterheads 
be based on unified typographical concepts* p^. 

e. A' review of all new letterheads by the Offtce of' 
Design Services is requested. , ' , > - 



4V USE OF^ACILITIES FOR GRDtlF^/^f UNCT I ONS ' . 

■ Institute facilities ''such" as classrooms, lecture 

halls, memorial, rooms , athletic facilities, and the ^. 
Kresge AudltfTjHum, Chapel, and Student Center have 
the pT^'^fiJar'y purpose of supporting theTeducational 
^pr$gram« Hoy/ever, they are available to both on- ^ • 
" campus' a lid off-campus groups under the provisions of 
this Section. M.I.T. has establ f shed specific 
restr i c t i ons governing the use pf its facilitie^s for 
political purposes (^ee Section 3.48)/ 

Facilities for meeti'ngs are not assigneji to indivi'- 
duals, but only to academic departments, administra- 
tive offi-ces, of fi cial Ij^ recognized on-damp^us s t u d e n t^'«i'M 
staff, and faculty or gan i za t i ons *I n addition under 
certain circumstances, non«M. I. T. "organizations may 
be' hosted by any of the a^ove or Vy faculty or staff 
members with priOr pe rmi ss ion of. the appro priate 
Institutt/official (see Section 3.46.2). 

r \)ffic1a> recogn^ition of a group is granted by: tThe ^ 
Activities- Executive Board, a subgroup of. the Under- 
graduate Association, for undergraduate organizations; 
the Graduate Studfent. Counci 1 for graduate organiza- 
tions'; thQ Vice President for Admf n 1 s t ra,t i on and 
<■' V 
*^ • 
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Personnel, for staff and empl/Oyee groups; and the, 
ProvQst, for faculty groups. . / 

The organlzatfort that Is assigned a facility f or "^S 
particular use and time may not change. this ase or 
time without obtaining authorization In ^wnitlng from 
the of.flclaT who "made thjB orTg^l na 1 assignments The 
organization may not 1 n /<fny way assign the 'use of' 
the facility to any other organization. 



3.4.5 RES.PDNSIBILITY FC^R IMPLEMENTATION " ' . 

. • ■ • ,» 

The offltes responsible for schcduH ng facilities^ 
--'"^ and for Implementing this policy are 1 1 s ted . be^ ow , 
'fi&nd a facilities use comm1tte(f assists them 1o 
making decisions^ about- the use of«&pace. 

V C lassrooms (Including lecture hafl.s ): Schedules 
Section of the Regl'strar's Offlqe-.'^speclf led lecture 
halls and seminar rooms have department priority. 

Memorial RQ.oms : Irvdividufll academic departments, 

Kresqe Auditorium and the Chapel : Office of the 
Doan for Student Affairs. 
■ . ' . ^ ' 

V Atliletic Facilities> : Department of Athletics. 

During the acap'demic year the Dean for Student Affairs 
delegates res pon^s 1 bi 1 1 ty as follows:" 
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Institute House Lounges : Indiviplual house student 
governments . \ ' • , ' 

Student Center Lounges : The Stud'ent Center Committee/ 
a sut>comm1 tt^e of the Undergraduate As soc i<a t-i on , 



3.46 OCCASIOn;\L AND SPECIAL USES 



3.46.1 M,I.T, COMMUNITY USE 



The Institute's faci 1 i t i qs a re available for meetings 
of ofJJciaTly recognized campus organizations (stu- 
dent, faculty, or employee). Cull^Ural presentations, 
enter ta^fnment p rograms , ^¥n4 tof>tcal programs that 
may .cofltTibute to. a f r^eosF^l ow of ideas and may serve 
to maintain a^ s t imul a t i ng i nfell ec tua 1 env i rgnmen t 
are all apprapr late." In general", requests for 
M.I.T. community u^e will be granted subject to" (a) 
the specific priorities and policies established for. 
the requested facilityv (b) the prior commitments of ^ 
that facility for regular program use, and- (c) the 
su 1 ta b 1 1 1 ty of the requested space for the pa r t 1 cul ar 
type of program proposed. 



Each organizati or will accept responsibility for 
conducting its event in accordance wi th standards, of 
orderly, conduct generally acceptable to this academic 
\ community; Requests are granted by the appropriate 
schedul ing of f i ces ( see Section 3.45). 

Publ i c Aud i en c e ; Concerts of the various student ^ 
performing arts organ i Zfitl ons , athl etic events , and 
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rrumerous student and. department sponsored lectures 
and seminars produced primarily for the M.I.T. 
community are often open to the public. HoWe^jer, a 
sponsoringcampuS organization, expecting that a 
Substantial portion (normally more than 20 percent 
of its audience) will be f r'bm 'oL(ts i de ,the M.I.T. 
communitj' as a result 'of off-campus advertising and 
ticket sales, should have its request reviewed by 
either the Dean .for Student Affairs or the Provost 
following the procedures in Section 3.45* 

Regional Meetings of ' S tude^rvTlTr^an'i zalii on s : Campus 
organizations with' counterparts at other colleges 
may occasionally wish to use Institute facilities 
for i n te run i vers i ty group meetings. Such requests 
are reviewed by the pean for Student Affairs follow- 
ing the procedurjes in Section 3.45. 

Use Charges : A use charge covers the portion of ,the 
operating e)^penses" of a facility dOring a group's 
scheduled period of use of tha t f ac i 1 i ty . Use 
charges will not be ass'es'sed against officially 
recognized, campus groups for their use of M.I.T. 
facilities because the normal operati ng cost of each 
Institu'te facility has been budgeted on the basis 
that it will "be used in support, fir^t, of its 
primary program function, and, second, of the pro- 
grams of other officially recognize)fc.:.campus organi- 
zations. Exceptions to this practi*^ are made when 
an organization (a) uses facilities for efforts to 
influence public policy through the political process 
including functions for partisan political purposes, 
such as those to support ox endorse a candidate for 
public office (see Sec t i on 3 . 4^ ) , and (b) when the 
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organization hosts an i n t erun i ver s i ty meeting and 
requires facilities other than the meeting rooms on 
the activities floor of the Student Center. 

Direct Expense Charges : Expenses that are over and 
above the normal operating expenses of a facility 
and are directly attributable to a specific group 
will be billed to all lasers, including both Institute 
offices ai^dcampus organ izat ions. 

USE BY GROUPS OUTSIDE THE M'. I.T. COMMUNITY 



M.I.T. opens its f ac i 1 i t i es*^ to use.by groups outside 
the M.I.T. community when it is feasible and appro- 
priate in light of the needs and objectives of the 
M.I.T. coftimunity. In general, de termi na t i on of the 
feasibility and appropriateness of a particular 
proposal includes but is not necessarily limited to 
anassessmentof: 

a. -The extent to which the proposed program is 
related to, any concurrently functioning activity or 
program on the M.I.T. campus. 

b. The extent to which persons affiliated with the 
M.J.T. community will participate in or attend^the 
proposed program. . ~^ * \ 

c. Evidence of responsibility on the part of the 
group sponsoring the proposed program or of persons 
who are members of such a group or who will be 
participating in the program. y, 
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d. The direct and indirect costs to M.I. T. of the 
program. 



e. The suitability of the available space for the 
particular type of program proposed. 

Typical uses by groups outside the M.I.T. community 
have been f or ■ f unc t1 ons of Cambridge and Boston 
community civic, governmental, and charitable organ- 
izations and for national or international confer- 
ences of educational, professional, or student 
organizations, some of which have been initiated by 
'M.I.T. groups. 



Institute meet i ng. f ac i 1 i t i es are not avail^le for 
commercial or industrial meetings,, private training 
pragrams, or trade shows. This does not, however, 
^necessarily exclude civic action meetings or programs 
such as might be sponsored by a government agency, 
commercial concern or industrial association, labor 
unions, or other similargroups. 

Each outside group must have as host a recognized 
M.I.T: organization, or member of the faculty or 
staff, who win maintain liaison between the outside 
group and appropriate Institute officials and who, 
along with the officers of the outside group, will 
assume responsibility for the conduct of the event. 

Requests for facilities for functions co-sponsored 
by an M.I.T. organization and a non-M.I.T. organiza- 
tion are reviewed in the same manner as requests 
from outside groups. Requests for use of M.I.T. 
facilities by community groups outside the M.I.T. 
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community should be initiated with the Special 
Ass'istant to the President for Urban Relations. 

Members of the faculty and staff who wish to serVe 
as hosts to a professional meeting or conference 
should, after receivi rvg-^he endorsement oftheir * 
department heads, inform the Provost o^ their plans 
•and seek approval for the event before requesting 
the necessary facilities frbm the indi.vidual sched- 
uling offices . 



Use Charges : Groups outside the J^^I.T. community 
will be charged for an appropriate share of- the 
operating expenses attributable to, their use of 
facilities. Final judgment on the use charge, rests 
with the Provost. 



Direct Expense Charges : Expenses that are over and 
above=*the normal operating expenses of a facility 
and are directly attributable to a specific group 
will be billed to the user. An example of such 
expenses is audio-vi s.ual labor or supplies. 



FUND RAISING ON CAMPUS 



The Institute recognizes the respons i b i 1 i ty of. 'the 
M.I.T. community to support the broader community of 
social interests in financial ways as we 11 as through 
the efforts of its individual ftiembers. Jo this end, 
it sanctions certain annual fund campaigns which are 
broadly based appeals concerning a wide spectrum of 
social-oriented agencies and providing the individual 
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community member a 'means of expressing his or her 
support of their objectives. 

While recognizing the validity and purposeful ness of 
these community-wide fund drives, the Institute 
reaVzes that their scopes may be too broad to meet 
the charitable and social service objectives of all 
organ i zajti ons on campus* Because of the conflict 
between the desire to assist in meeting the social 
needs of our day and the vulnerability of M.I.T.'s 
clos'e-knit campus commun ity to an endless succession 
of fund drives, the following policies have been 
developed regarding all fund derives on campus: 

a. Fund raising may be conducted only by recognized 
campus organ i za t i on s , be they ' student , staff^, or 
employee oriented. Jhe funds collected, however, . 
may^be used for off-campus projects by that organi- 
zation, or they may be sent to legal off-campus 
organizations. ^ 

b. Funds raised through .the use of Institute f^^acil- 
ities may not be used ^n behalf of candidates for 
public office, nor may they be used irt "substantial" 
efforts to influence legislation. 

c. The actual manning of booths and running of 
fund raising events must be dorte by members of the 
Institute community.' 

d. Organizations should not be formed for th'e'sole 
purpose of raising funds for off-campus causes; 
rather, it is presumed that fund raising will be 
part of their overall program as the result of the 



communi ty^ members observing needs and subsiequently 
conceiving fund raising effarts to fill these 
needs. 



e. Access^to public Institute facilities, including 
the b&<rffis in the Building 10 Lobby, remain under 
the direction of the several offices assigned that 
responsi bi 1 i ty . 



POLITICAL ACTION 



The Institute encourages all studerrts, faculty, 

'Staff, and employees to exerc i se ' the i r rights and 

duties as citizens to individual participation in 

the electoral process. Federal and state laws, 
ft 

however, cVearly distinguish between the political ' 
activities of individuals and those of tax-exemp^t 
institutions such as M.I.T. The Federal Internal 
Revenue Code limits a tax-exempt institution from 
en.gaging in ^substantial efforts to influence legis- 
lation" and prohibits it from participation and 
Intervention in any "political campaign on behalf of 
any candidate for public office." 

The following guidelines are responsive to the^e' - 
provisions of law and are intended to ^emphasize the 
role of the ^individual in the political process. 
They apply to all individuals associated with the 
Institute. The i nterpretati on of these guidelines 
Is the responsibility of the ProvOst, with advice 
from Institute counsel. 
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a. The Institute cannot intervene or participate in 
arty campa i gn. by endorsing or opposing a candidate or 
by taking a position on an issue involved in the 
campaign fojr the purpose of assisting or opposing a 
candidate. • ^'^ 

b. Sections 3.42 and 3,43 concerning the use of the 
Institute name' and l^etterhead apply specifically to 
political activities. The name of the Institute may 
not be used on^^aterial intended f or pol 1 t.i cal 
purposes, including the solicitation of funds, nftr 
may individuals or organizations use an Institute 
office a's a return mailing address or the Institute 
mail servjce for the solicitation of funds or for 
any other material in cOnnec-tion with a campaign for 
public 0'ffic;e. Similarly, If an Institute title is 
used in political correspondence or other political 
material, individuals should do so for purposes of 
identification only, and they should m\ke It clear 
that they are expressing their views as private 

c i t i zens . 

c. Institute facilities are provided for on-campus 
activities concerned with politics and public affairs 
on the condition that their activities in raising 
funds or otherwise intervening or partiTTTpati ng in 
campaigns in behalf of candidates for public offices 
will not extend beyond the ca^npus. When Institute 
meeting facilities are made available for meetings 
whose purpose is to support or endorse a candidate 
for public office, paymenst, for such use must be made 
from non-Institute funds. 
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PATENT AND COPYRIGHT POLICIES ^H\) PROCEDURES 



OBJECTIVES . 



The basic e^lm of the patent policy of the Institute 
Is to promote the progress of science and the useful 
arts by utilizing the benefits of the established 
patent systom. This policy Is In accord with Article 
I, Section 8, of the Constitution of the United 
States : • * 

"Tho Congrcfaa ohall have power ... to promote *tho 
^progroao df acioncc and uaoful arts by occur ing for 
limited vinioa to authora and inventors the oxclusive 
right to their roapective writings and discover iea ,** 

Patents provide a means toward the development and 
utilization of discoveries and Inventions. Institute 
patent policy has been established toehSure that 
those Inventions In which It has an equity will be 
utilized In a manner consistent with the public *' 
Interest. The Institute Is also aware of the value 
of patents In directing attention to effective 
Individual accomplishment In science and engineering. 

The Institute believes that »Where possible It should 
make Inventions resulting from Insti tute research 
available to Industry and th€ public on a reasonable 
and effective basis and at the same time provide 
adequate recogn 1 11 on "to Inventors. 

In recognition of these objectives, the Executive 
Committee of the Corporation, with the approval of 
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•the Faculty Council, adopted on April 5, 1932, a 
statement of policy regarding 1nvent1oi\s. The 
policy has been modified In cer ta 1 n^ pa rt 1 cul ar s from 
time to time to meet changed cond 1 1 1 ohs , especially 
those arising In conjunction with sponsored research 
prog rams . ^ , 

The copyr 1 gb t >ol 1 cy of the Institute seeks to 
protect and promote thetradltlonal academic freedom 
of the Institute's faculty, staff; and students In 
matters of publication; seeks to ba1<ince fairly and 
reasonably the equitable rights of authors, sponsors 
and the Institute; and attempts to ensure that any 
copyrightable material In whlcNji U^ie Institute has an 
equity Interest Is utilized ^n a man ner" cons Is ten t 
v/lthth^ public Interest. 



P0L_1X^IES^_ ^ - 

ymNJIONS^^^ ■ . 

The Institute belleves that the objectives of Its' 
patent policy vHTl best be attained by d?€ fining the 
ownership arid dlspot^ltlon of '1 nventl ons In terms of 
the following categorleSj^ which will be discussed In 
detail below: 

^ • I nven 1 1 on s wh 1 ch are subject to the terms of a 
spo rvsored r esearch or other agreement are disposed 
o;^, !." j/c ordance with the' terms of the applicable 
ajreemen t and n o rmal ly be t ome tihe property of the 
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sponsor or of the Institute. Subject to a license to 
the sponsor for its use . 

A. 1 . Government Sponsored Programs 

A.l.a. Grants and Contracts : With few excep- 
t.ions, g^r^ants and contracts applicable to 
research sponsored by the Federal government 
provide that the government acquires rights to 
inventions "conceived or first actually' reduceTd 
to practice" in the performance of the research. 
The rights thus acquired by'the government may, 
depending on the termsi of the agreement, consist 
of t\itle to such inventions, the right to 
. determine their disposition, or the reservation 
of a royalty-free licensie to the government on ^ 
the understanding that' the I ns t i tu te w1 1 1 take 
effective steps to develop thk practical appli- 
cations of the invention by licensing or other 
rn^e a n s . 4 

Because of these commitments, the Institute 
cannot usually grant requests that' the inventor 
-acquire personal ownership of Inventions rosui- 
ting from government sponsored research. In 
special cases, however, the Institute, b/- 
action of the Comr^ittee on Inventions and 
Copyrights, may allow the inventors tO receive 
from the Institute commerc i al rights insofar as 
the Institute's commitments to the government 
permit and subject to Such terms as the Commit- 
ti^e may reiqu ire. 
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A.l.b' Other Government Rights : In adLdi'tion. 
the Federal government may acquire rights to 
Inventions which are in the field of a federally 
sponsored program of research in which the 
inventor has participated or which involve the 
use of research equipment or other laboratory 
faci 1 iti es , ma terial s , or services which are 
maintained by or derive support from the Federa^ 
government. Such an indention should be dis- 
cussed with the Patent Section of the Office of 
Sponsored Programs (O.S.P.) an,d» if it is not 
clear into which category the invention falls, 
should be disclosed as outlined under "Proce- ^ 
dures" (see Section 3,53). 

A. 2. Other Sponsored Research 

Contracts with indu,^rial sponsors usually provide 
that the Institute acquires full patent rights with 
a license to the sponsor. Under exceptional ctrcum- 
stance5., however, the sponsor may acquire, such 
rights, subject to a license to the Institute. 
Grants from industrial sponsors, as well as grants 
from private foundations, should not have patent 
restrictions. However, the grantors wi 1 1 • normal ly 
be entitled to a license under any patents that the 
Institute may acquire as the result of work supported 
by the grant. 

\^ 

B. Inventions involving the significant use of ^ 
funds, space, or facilities administered bV the 
Instjtute. but without any M.I.T. obligations to 
others in connection with sucb support, are the 
protSerty of the Institute . 
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B.l . Faqutty^ and Staff 



The Institute will exercise its rights in such 
inventionr by members of the faculty" and staff in 
whatever manner will .best further M.I.T.'s basic 
aims, giv^ing full cx)ns i rf^ra't i on to making th(f tnven- 
tio^ 'available to industry and the public on a 
reasonable 'and -effective basis, avoiding unnecessary 
exclusion of any qualified manufacturer from the use 
of theinventlons and providing adequate recognition' 
to inventors. 

When in such cases M.I.T. undertakes patenting and 
commercial development and exploitation, a share of 
the gross royalties will, be provided, the inventor. 

B.2. Students 

When an invention in this category is by a student, 
the Institute will waive its rights and the invention 
will be the exclusive property of the student, 
provi(}ed the student's rights in the invention are 
not 0ltered by the terms of any financial aid 
received, including scholarships, fellowships, 
trai neeshi ps , thesis expenses, or other assistance, 
whether or not administered by the I ns t i t u te , * and 
provided the student does not subject the invention 
to government rights in the manner described under ^ 
"Other Government Rights" in the preceding sectidn. , 

Staff members who are. also part-time students shall 
be considered staff members insofar as d 1 s pos*1 1 i on » 
of patentable inventions i s . concerned . 

t 
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C. Inve/itions not i nvol vi ng the . stgni f i caht- use of \ 
funds ; s'R.ace, -or faCilit'ies adml n i stejred hy the 
Institute are wholly the pr'Dperty of the inventor . . 

■ 'J 

M.I..T. will not construe the payment of saVary frofn 

unrestrfcte(l funds -nor the provis'ion of office or 

library facili.ttes as constituting significant use 
of Iq^sti tute f und^ space, or facilities. 

If the invention' relates tq any Iiistilltte program^of 
sponsored research in which the lnventor has parti - 
cipated.^ he or she should revi«v/\the circumstances 
with the O.S.P. Patent Secti on . ' I f ther e is uncer-^ 
tainty. into which category the > i nVenti on falls, thfe 
inventor should disclose the ' i nv«nt i on as outlined' 
under "Procedures." * , 

Faculty and staff members or students -whose inven- ^ 
tions fall within this category and,are« therefore, i 
their exclusive property, may avail ^iTemsQlves of 
the opportunity to submit the invention to the ' 
Institute for obtaining a patent and for its commer'- 
cia'l exploitation and management under terms to be' 
agreed" between the inventor and the Institute. 



3.52.2 PATEfa ROYALTIES 



With respect to Category A inventions (those subjecti 
to the terms of a sponsored research or ofher acjree- 
ment) and Category -B inventions (these involving the 
significant use of M.I.T. resources but without 
obligations to third parties), the. Institute will 
normally share with the inventorthe following 
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is: 



percentage of any, gross royalties wh'^ch the Insti- 
tutereceives: 

35% *bf-the first $50,000 1n gross royalties ^ 
25% of the next $50 ,000 in gross "royal ties 
15% of the gross royalties thereafter 

Such, royal ties to the inventor, however, may not 
exceed the net royalties to the Institute.* 

the foregoing schedule of royalties will apply with 
respect to all royalties' due and payable to M.M.T. 
on a'nd after July 1 , 1 973. For any invention on 
whi.ch royalties have already become due and payable 
prior to that date, the applicable royalty rate will 
be that which would n'ow be in effect if this royalty 
schedule had applied from the start, 

COPYRIGHTS 

The Institute believes that the objectives of its 
copyright policy will best be attained by defining 
the ownership and disposition of cop.yri ghtabl e / 
material in terms of the following categories: 

A . Ownership of alX copyrightable material which is 
develop^ in the course of or pursuant to a sponsored 
resgarctt or^ other agreement shall be determined in 
accordance with the terms of the sponsored research 



*Net royalties are for this purpose de^f^ed as gross 
royalties received by the Insti'^tute on licensed 
inventions, m i nus -any 1 i t i ga t i on , interference, or 
marketing cosjts directly attributable to the inven- 
tion being 1 i censed . 
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or other agreement, or in the absence "of such terms, 
thematerlal shall be the property of t he I ns 1 1 tu te . 

Comments: Normally, sponsored research contracts b'y 
the government provide the government with specified 
rights In copy ri gh tabi ma teri a 1 developed In the 
performance of the research, These'Vlghts may 
consist of title to such data vesting In the govern- 
ment or the reservation of a . royal ty-f ree llcejise to 
the government wUh title V€;St1ng In the Insti tute . . 
Grants and .other types of sponsored research agree- 
ments, whether by the government of'^^'ndustry, may, 
on the'other hand, provide no specific provision 
concerning rights Insuch material. 

The purpose of this provision Is to ensure that the 
Institute will be, free to dispose of all such data 
In a manner consistent w1th"i,ts obi 1 gat 1 ons to the 
sponsor and to the public. 

this provision -Is not Intended to apply to copyrights 
on papers published In the usual way In journals,, 
since such papers are normally the' property of the 
journal . 

B .' All copyrlghtabl e material which ^'s developed* 
with the significant use of funds, space or facili - 
ties, including but not limited to classes and labor - 
atory f acl 1 i t1 es .admlnl stered by the Institute but 
without any M.I. T. obligations to others In connec - 
tion with such support shall be the property of the 

ft ' 

Institute. . 
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Comment: The Institute shall exercise its rights in 
such material in a manner that will best further 
M.I.T. 's basic aims as an educational institution, 
giving full consideration to making the material 
available to the public on a reasonable and effective 
basis» avoidit^g unnecessary exclusions .and restric- 
tions» and providing adequate recogn i ti on of the 
authors. 

In this respect M.I.T. recognized and reaf f i rms the 
traditional academic freedo;n of its faculty and 
staff and students to publish freely without restric- 
tion. In keeping with this philosophy, M.I.T., w^i 1 1 
not construe the provision of .office or library 
facilities as constituting significant use of Insti- 
tute space or facilities, nor will* it construe the 
payment of salary as cons t i tut i ng . s i gn i f i ca nt use of 
^Institute funds, except for t hose s i tua t i ons wh^lP*^ 
the funds were paid specifically to support the 
development of such material . 

Textbooks de^loped through the use of classes are 
excluded from the provisions of this category, 
unless s-uch textbooks were also developed using 
Insti*tute administered funds paid specifically to 
support such textbook development. 

C . Copyrightable material not within the provisions 
of Categories A and B gf this policy is wholly the 
property of the author . 
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COPYRIGHT ROYALTIES 



Royalty income received by the Institute through the 
sale, "licensing, leasing, or .ulse of copyrightable 
material, under Categories A and B, in which the 
Institute has acquired a praperty irvterest, will 
normally be shared with the author and>'the department, 
1 abora tory ,-^or center with^f^ the Institute where th'e 
material originated. Authorship shall be determined' 
by the director of*the orig'^inating department, 
laboratory, or center. The gross royalties received 
by the Institute will usually \e distributed as 
follows: 

a . To the Insti tute, 60%. 

b. To the auttior (s) , a total of 

35% of the first $50,000"in gross royalties 
25% of t^e next $50,000 in gross royalties 
15% of the gross royalties thereafter. 

c. To' the originating department, laboratory or 
center within the - Insti tUte 

5% of the first ^50,000 in gross royalties 
15* of the next $50,000 in gross royalties 
25% of the gross royalties thereafter. , 



Where, after re v i ew, /authors h1 p cannot be determined, 
the percent share or royalties intended for the 
author shall be distributed instead to the -^r i g i na t- 
i n^i, department , la-boratory, or center. (As used 
herein, the phrase, "originating department. 
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laboratory, or center," me^ans the department, labora- 
tory, or center which administered the funds, space, 
or facilities used in developing the copyrightable 
material . ) 

The Institute reserves t*he right at its discretion 

to deduct from gross royalty income, prior to any * 

such distribution, ext)ense, such as litigation, 

which may be incurred in enforcing or defending the 

copyright or in licensing the copyr i gh tab 1 e ma ter i a 1 . 

3>52. 5 fNVENTION AND COPYRIGHT AGREEMENTS 

The j<6licies set forth above constitute an under- 
staniding which is binding on Institute faculty and 
staff, students, and others as a conditionof their 
participating in Institute research programs or 
theiruse of funds, space, or facilities. Where the 
Institute may have an obligation to assign rights in 
inventions or cof>yrS'ghts to a sponsor, or may itself 
acquire rights under this policy, it will require a 
formalinvention and copyright agreement. 

# 3.52.6 CONSULTING AGREEMENTS 

_-- 

Any faculty or staff member who is engaged in consul- 
ting worjc or in business is responsible for ensuring 
that clauses in his or her ^reementS' are not in 
conflict with the patent avfa copyright policy of the 
Institute or with Institute commitments. The O.S.P. 
-Patent Section will, upon request, provideassi stance 
in this respect. The institute's rights and the 
individual's obligations to the Insti^tute are in no 
way abrogated or limited by the terms of such 

141 ' ^ 



15 



5 



ERIC 



agreements. Faculty and staff members should make 
their obligations to M.I.T. clear tc those with whom 
they make such agreements and should ensure that 
other parties to the agreement are provided with a 
current statement of Institute patent policy. 



PROCEDURES 



ORGANIZATION 



The Vice President for Research i s res pons i bl e for 
administrative nvatters relating to inventions, ' 
patents, and copyrights, serving as Chairman of^the 
.Committee on Inventions and Copyrights, which Is 
appointed by the President, and representing the 
Institute in all matters of patent policy affecting 
the Institute's relations with government, industry, 
and the publ i c . 

The Committee on Inventions and Cpp^rights advises 
the Institute on patent probl ems arising from activi- 
ties of faculty,- staff, and students, including 
inventorship, equities between inventors and the 
Institute, inventor participation in financial 
returns, and the disposition of patent equities 
wb^ch the Institute does n.ot wish to exercise. This 
committee shall advise as to i n v en t i orvs 'on which 
patent applications are to be filed, the equities 
involved, the -^r ra/igemen t s for prosecution of patents 
and development of inventions, the issue of licenses,, 
and special patent, copyright and publication matters 
submitted- to it for resolu|ipn. 
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DISCLOSURE 



A . Inventions Which May lavolve Sponsor Property 
Right s 



Inventions arising in the course of sponsored pro- 
jects, or otherwise falling withl^ Category A, 




shauld be disclosed to the General Counsel, O.S.P.,* 
on forms provided for this purpose, with simultan- 
eous disclosure to the project supervisor or labora- 
tory director where applicable. The disclosure will 
be promptly acknowledged in writing. The circum- 
stances of the invention will be reviewed with those 
involved, and the inventor will be notified in 
writing of the disposition that is proposed. 

^ I M_ventions Involvin g I n s ti tute P roperty Rij h t s 

A faculty or staff member or student whose invention . 
does not involve the use of sponsored funds and 

a. in which the Insti^tute has property rights, or 

b. about which there i s ,a doubt as to the ownerslhi*p, 
or 

C. which is the exclusive property of the individual, 

but which he or she wishes to submit to the Institute 

for patenting and commercial handling. 



should make a written disclosure to the Secretary of 
the Committee on Inventions and Copyrights on forms 
provided for this purpose by the Secretary of the 
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Committee. The receipt of this will be promptly 
acknowledged in writing. 



Within six weeks of thre receipt of the disclosure, 
the inventor will be notified in writing of the 
ctecision on 1) the e'quities 'involved including 
financial participation, 2) whether the Institute . 
plans to file a patent application, or 3) whether 
the Institute will accept assignment of the invention 
fpr patenting and commercial handling. If the 
Institute chooses neither to file a patent applica- 
tion nor to dedicate to the public an invention in 
which it asserts property rights, the inventor will 
be given a release in writing. If^/after the Insti- 
tute has filed an application, it decides' to a.bandon 
the "Patent prosecution, the inventor will be promptly 
notified in writing, and 4ll ri gb.t§rrAer t to the 
inventor. ^ 

In those cases in which the Institute has obtained a 
patent wi thout ob^^ i gg^ti on to sponsors, if no arrange- 
ipent has been mja^e for corpmercial development within 
a'reasonable period from the date of the issuance of 
the patent, the inventor(s) mfiy request in writing a 
return of the Institute's patent rights. The Commit- 
tee on Inventions and Copyr^^'ghts will eith-er grant 
the request or will advise the inventor of the 
Institute's plans for the development of the 
invention. 

DETERMINATION OF_EQUITIES IN SPECIAL CASES 

In the event that there is any disagreement between 
the Committee on Inventions and Copyrights and the 
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Inventor or inventors, the Chairman of the Faculty 
shall appoint an ad hoc faculty committee to consider 
the issues and make findings and-recommendations to 
the Prejsident of the Institute. 
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4,Q0 RELATIONS WIT H GOVERNMENT. INDUSTRY. AND FOUNPAT IONS J 



Institute research programs receive substantial 
support through contracts grants , and other arrange- 
ments wi-th government, industry", and foundations/ 
l^rom the Institute*s exper i encff^'wi th such support, 
general conclusions have evolved as to the conditions 
under whfch it can be ji/stified and the manner in 
which it can most effectiverly be Inte^^rated with N 
other activities of the InstitiJte. These conclusions 
are set forth in the following sections. 

In addition, governmental and private sponsors also 
provide support'for the construction and renovation 
of facilities, fellowships, and tra i neesh i ps , curri- 
culum improvement, teacher training, and other 
programs designed to s^trengthen graduate and under- 
graduate education. ' 

The suitability of these programs in rel a t i oji/ to. 
Institute activities and objective's has. in many ^ 
cases'^been evaluated using the same review procedures 
as are employed in the Veview of research proposals. 
Where the support is provided' under agreements which 
create Institute obligations and contractual commit- 
ments to the sponsor, the delegation of adminis- ,^ 
trative responsibility has often been the same as 
for sponsored research. To this extent the material 
which follows is also applicable to sponsored pro- 
grams other than research. 
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4,10 RESEARCH POLICY 



The- primary purpose of Insti tute research is to 
advance knowledge and further the educational program. 
Instruction and research are interdependent and troth 
suffer when dealt with separc^tely. These functions 
have, therefore* been i ntegrated\ and interwoven 
throughout the entire academic and administrative ■ 
structure. ' 



The Institute also has an inherent obllglition to 
render public service, especially to any branch of 
local, state, or Federal government, and in fulfil- 
ling this special responsibility undertakes<.resea-rch 
when it can do so V/ithout impairing its primary 
functions and when its personnel, facilities, or 
experience qualify it to perform a needed service. 

Within the framework of this underlying philos6>phy, 
certain general considerations govern and control 
the undertaking of research activities at the 
Insti tute . 



' 4.11 ^ GENERAL CONS I DERAT l Or/S 

a. The Institute should ^n'ot compete with industry 
4n industrial research or undertake activities which 
should more properly be the /esponsi bi 1 i ty of govern- 
ment agencies. Two factors may justify tr^secondary 
activity in areas of industrial or governmental 
interest: the importance of practical creative 
activity on "c»se material" in any effective 
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professional education and the responsibility of an 
educational institution to render public service. 

b. M.I.T. affirdTs that the encouragement of research 
and inquiry into intellectual areas of great promise 
is one of the most basic obTigations to its faculty, 
to its students, and to society at large. It Affirms 
the profound merits of a policy of open research and 
free interchange of information among scholars as 

. ... 

In the vast majority of research pro j ec ts , . the 
encouragement of inquiry wherever the research might 
lead is not in conflict with the principle of freedom 
of inquiry and open exchange of knowledge. However, 
M.I.T. is an institution that plays a unique role in 
important areas of science and technology that are 
of great concern to the nation. It .recognizes th^t 
in a very few cases the pu75uit of knowledge may 
require access to data or literature ofa classified 
nature, or yield results whose immediate distribution 
would not be in the best interests o-f society. It 
affirms, therefore, that such activities §re under- 
taken only when, after weighing the advantages and 
disadvantag'es for the academic program and for thq* • 
nation, they are judged to be highly cons true ti v^ . 
Since the- i mpl emen ta t i on of classifj|&d research/has 
some aspects which are detrimental To the acadfirnic 
environment of the Institute, it is essential chat 
each project be reviewed and acted upon in the! light 
of its impact on the Institute as a whole. r 

It is the policy of the Institute, therefore, that 
every research project within the academic structure 
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of M.I.T. (excluding Lincoln Laboratory) which 
requires a classification on the research process or 
on the publication of results receive the prior 
approval of the Provost, who shall seek the advice 
of the Committee on Educational Policy in cases that 
involve modification of the existing pol.icy and will 
inform the Comnrittee of all approvals. 

Theses, whetlfer undertaken by graduate or undergrad- 
uate student\^i are an integral part of the research 
program of th\ Institute and fall within the'state- 
men t Of pol i c y \ ^n c er pj^^g-^ a s s i f i ed research on 
campus as stated above. No thesis may^ be embarked 
upon which requires security clearance or for which 
there is a requirement for secur i ty revi ew upon its 
completion without the prior apprpval of the Provost, 
who shall seek the advice of the Committee on Grad- 
uate School Policy i"n cases that involve modification 
of exis'ting policy and will inform the Committee of 
al 1 a pprova Is. ' 

c. M.I.T. is a private institution chartered to 
pferform specific functions. The Corporation and 
administration must retain proper control of the 
operations carried on in- the name of the Institute 
and remain free to operate without restrictions 
which would reduce its effectiveness. i 

d'. The "institute has an advantageous environment 
for research, including such factors as independence 
and relative simplicity In tnanagem-ent , employment, 
subcontracting, and methods of accounting and 'audit; 
and possession of key staff and faci.lities. M.I.T. 
cannot accept In research agreements any restrictive 
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oclauses which would jeopardize the very environment 
which M.I.T'. considers essential to the effective 
conduct of research. . 



e. In research, the sponsor and M.l.T. have a joint 
and continuing obligation to provide^ not only the 
con^tractual and administrative enyironmentj but also 
the financial basliV. for a sound program'of investi- > 
gatjon.^^^^n genera 1 , M. I . '$ resources are such 

that It can riot provide this environment except on a 
full cost-reimbursement basis, including direct and 
Indirect costs. 

f. No person Is permitted to use Institute facili- 
ties for sponsored research unless arrangemervts have 
been made through proper administrative cJiannels as 
outlined in Section ^.20. ,| 



RESEARCH ON HUMAN ^SUBJECTS ^ 

In 1 962 the Mas sa chu setts I ns t i tu te of Technology 
be^came one of the first educational and research 
instttations to recognize and act upon the need for 
a committee of the investigator's peers to review . 
the use of humans as subjects In research projects. ""I 
In 1964 the World Medical Association adopted th§ 
Declaration of Helsinki, 'a code of ethics in human ^ 
experimentation. The Nati onal*" Institutes of. Id'ealth 
in 1 966, made such review mandatory for all proje.cts 
funded by that ag'^ncy. By 1971 such review was 
required for all huinan experiments, governmental ly 
funded or not, in each institution receiving Federal 
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fuods for human resear,ch.^ In the same ye^r the Fcrod 
^and Drug STdministratfjon adopted/s 1mi 1 ar review 
principles for' the use of investigational new, 
d r uqs . - * . ' 

With these considerations in mind -^J^ President of 
the Irrsti tute' has charged the Committee on the Use 
of Humans as Experimental Subjects with the review 
of every project utilizing humans as research sub- 
jects. Diagnosis and treatment of di s eas ed - i ndi v i 7 
duals for their own direct benefit may be e/peri- 
meVital but is not part of this Committee's 
res pons f/bi 1 ity. " - . . ^ 

All types of human use in research studies fall 
within the purview of this committee, including . 
medicinal, investigational newdrugs, radiological, 
physical , ps'yc hoi ogi ea 1 , sociological, and nutri- 
'tional. If the use of radioactive materials* or 
other sources of radiation energy is proposed^, the 
project must also^have the approval of the Radiation 
Protection Com*mittee. Investigators who contemplate 
the use of humans as research subjects may obtain 
informational material and appl i cation forms from 
the office of the chairman of the com|nittee. Appli- 
cations* as Submitted must be signed by the responsi- 
ble investigator and by th^ concerned departmental 
he aid or laboratory director. 

The application thust describe completely the pro- 
cedures to be used on h,i^ns ; including as appro- 
priate: medicatjon, diets^, psychological and physi- 
cal stress, ajiy physical agents such as el ectri cal 
s t i mu 1 a t ic^n , radiation or radioactive materials', 
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humi 1 lation , deception as an integral part in the 
course of an experi^ment, and the confidentiality of 
information obtained. The Commi ttee gives special 
consideration to the manner by which informed consent 
will be obtained and documented . It requires that 
all risks to the i ndfv i dua 1 .'be justified on the 
basis of potential benefits with full protection of 
the subject's rights and welR^re. Justification for 



explained carefully, a nd . methods des cr i bed to repair 
any damage occasioned by such deception. 

After reviewing the applicction, the Committee 
reports its decision in writing t.o the >,respons i bl e 
investigator; a copy is sent also to the appropriate 
departmental head or laboratory director and to all 
other interested parties. In the event of an unfav-> 
oracle decision, the Committee endeavors to assist 
the investigator in modifying the experiment to meet 
the requirements of the Committee. Approval of a 
project must be obtained before any human studies 
are begun; such approval is valid for one year only. 

^Any changes in the use of human subjects must be 
approved by the Commi ttee before such changes are 

-effected . ' 



The members anq Chairman of the Committee on the Use 
of HumanT as Experimental Subjects are appointed by 
the President. The membership typically consists of 
biologists, nutritionists, phys i c ians , political 
scientists, psychologists, students, and other 
members of the Institute community. i 



deception in^the course 




must be 
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4.12.1 [hi OF STUDENTS AS EXPERIMENTAL SUBJECTS 



The use of students as experimental subjects 13 
governed >{)y the policy set forth in Section 4.12. 
After the investigator has received the approval .of 
the Committee on the Use of Humans as Experimental 
Subjects, requests for s.tudent subjects should be 
referred to the Student ^Empl oy men t Office. 



4.13 CRITERIA FOR EVALUATING RESEARCH. PROPOSALS 

In addition to the general considerations outlined 
in Section 4.11, the criteria to be used in evaluat- 
ing the acceptability of a proposed research program 
include the following: ^ r 

a. Some department or interdepartmental laboratory 
of the Institute must be* willing to accept responsi- 
bility foe the program and must have senior faculty" 
^ members who ^re available and willing ^o supervise 

the program. The technical supervision of all 
research projects is the responsibility of the 
individual facul ty members directing them, who in 
•* turn are responsible to their department heads 
(unless this responsibility has been e)fep 1 i c i 1 1 y 
, vested el sewhere) . 



tme pro, 



b. It must be possible to staff tme project without 
overloading the academic staff„and without detriment 
to theeducational program. 



*153 



KLC 



167 



c. The project luust^not encroach on spac^ and 
facilities required *by the educational program or by 
existing research activities. Availability of space 
and equipment must be assured in advance by the - 
.department head and dean concerned^ or by the Provost 
if any renovation or building changes are contem- 
plated or if space (Ju t s i de the . jur i sd i c t i on of the 
department head will be involved. 

d. The project must come within the volume of 
research (measured in dollars, space, personnel, and 
required amount of administrative attention) which 
the Institute can appropriately undertake. It must 
also fit into a balanced, overall program.- 



FINANCIAL AND BUSINESS ADMINISTRATION 



The office of the Vice Presi.dent for Financial 
Operations is responsible for financial ^Ts^d business 
policies and procedures for sponsored reseclrch, 
i nc 1 udi ng those designed to meet the requirements of 
grants and contracts. 

The Vice President for Financial Operations is the 
contracting officer of the Institute ^nd is directly 
responsible for the negotiation and interpretation 
of sponsored research contracts and grants, including 
basic agreements, and for negotiati ng the reimburse- 
ment of indirect costs and employee benefits, biit 
this may be delegated in part to other o^icers of 
the Institute. The Accounting Of fi ce Report i ng to 
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the Comptroller directs the accounting for all \ 
sponsof^d research projects. 

While reta-ining Institute-wide responsibility for 
business and financial activities related to spon- 
sored' research , the Vice President for Financial 
Operation^ may del egate. specific operational respon- 
sibillty and authority to the Director of'Lincoln 
Laboratory . ^ 



THE OFFICE OF SPONSORED PROGRAMS 



The Office of Sponsored Programs, (O.S.P.) has the 
immediate responsibility for the business adminis- 
tration aspects of research projects sponsored by 
the government, industry, or foundations in accor- 
dance with the established policies of the Institute. 

Government sponsored research is norma IJ^ carried 
out under contracts or grants, depending ^n which 
agency is sponsoring the wor'k and to some extent on 
the nature of the program . 

Although government grants and contracts are subject 
to differing statuto ry requirements and regulations, 
there is no longer any significant difference between 
them in terms of.M.I.T. research policy and adminis- 
trative p rocedures . Nor does the administration of 
contracts from private or gani za t i ons . d i f f er markedly 
'from that of government grants and contracts. 
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Grants from industry and foundations, on the other 
hand,* differ from contracts and government g ra n ts in 
thatthe area of research is usually more broadly 
defined, and administrative asud contractual require- 
ments are minimal. Frequently the only intent of 
thesponsor or dan or is to. asSgist t.^e Institute's 
program or to advance the state of the art in a 
given field. Grants of this type may, in some 
cases, qualify as gifts to M.I.T. under current tax 
regulations, in which case they are recorded as such 
and then forwarded to the Office of Sponsored Pro- 
grams to be a,dm i n i s tered on the same basis as other 
research projects. 



PROCEDURE FOR ESTABLISHING 

CONTRACTSJ)R GOVERNMENT GRANTS ' 

The following procedures should be followed for a 
research program whether it is to be covered by a 
contract or girant and regardless of the potential- 
sponsor : . . 

a. Preliminary negotiations may be carried out 
be twee n a fadulty member and a sponsor, but no 
proposals or commitments should be- made. 

<• 

b» Faculty members seeking research grants from 
industry or foundations should keep the Vice Presi- 
dent for Resource Development informed of negotia- 
tions with private sponsors or donors to ensure that 
there is no conflict with existing agreements* or 

i 
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with other pending sol i ci tati ons ^wi th the company or 
foundation involved. / 

c. ' A faculty member proposing a sponsored research 
project must first obtain, approval from the head of 
the department concerned, v;ho must be satisfied that 
(1) the p:roject is appropriate for the departmeat to 
undertake as a part of its educational and research 
program, (2)- senior staff are available and willing 
to supervise. therese arch, and (3) adequate space 
and facilities are available. Proposals should 
include a budget based on advice from the O.S.P. It 
is important to estal^l ish the principle that the 
budgets for all grants and contracts should cover 
both direct a^nd indirect costs at cur-rent rates, as 
well as d- diarge for the' salary of the supervisor 
directly responsiJ)l e for the research, based on the 
effort allocated to the program. 

6, After departmental approval, the proposal shoul.d 
be Submitted to the appropriate dean for endorsement. 
The d^n will also determine the suitability of the 
project, A n-relation to the entire Institute progra^i., 
of research. 

"if the proposal has an annual budget exceeding 
$75,000, it will also be submitted to the Provost 
for review.' Proposals to be performed by an inter- 
departmental labora to ry should be forwarded after 
review by the laboratory director to ihe Provost or 
Vice President for Research, as appropriate. 

0 

e. 'After review and approval, as outlined under 
c, the proposal is. sent to the O.S.P. for review 
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and forwarding to the s ponsor , ' su bj e c t to the appr-o- 
val of the Vice President for Fi na nc i a 1 Opera t i on s 
if the total budget exceeds $250,000 annually or if. 
there is any underrecovery of costs. In some cases, 

'^rant proposals to private sponsors or donors are, 
after O.S.P. review, forwarded 'to the Resource 

.Development Offic'e for transmittal; This may involve* 
simply an exchange of correspondence between the 
Institute and the sponsor or donor. If a more 
formal agreem'ent is desired, however, it must be 
signed by an appropriate Institute official and/^ 

.reviewed carefully to ensure that the proV-isions are 
consistent with M.I.T. policy and, where a gift is ^ 
"intended, that the research grant qualifies as such 
under the law. • 



f . ^ Renewals or extensions involving additional 
^l^funds must be ap;)roved by the- prbcedure outlined 
above. 



g. All contracts and grants are negotiated by thfe 
O.S.P. and signed by an official of the Institute 
designated by the Executive Committee of the Corpora- 
tion. When negotiations have "been completed, the 
b.^.P. will issue a project numbef, establis'h a' 
corresponding account, notify the dean., department 
head, project supervisor, and appropriate adminis- 
trative offices! and take' whatever other steps are - 
nece-ssary so that t^e p roj ec t supers i sor may begin 
the research and make appropriate charges to project 
funds. 

h. Any correspondence proposing modification of the 
terms or conditions of a contract oY grant, including 
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changes in tfte scope of the work or the period of 
performance, or an increase or dexrease in the total 
estimated cos ts , should be forwarded by the O.S.P. 



^^S TAFF^ON SPONSORED RESEARCH PROGRAMS 

% 

In'j obtaining professional personnel for a 'sponsored 
research program, the supervisor will give preference 
to personnel holding academic appointments. Regular 
a-cademic appdintees willnormally be released from 

•some departmental .duti es to work on a sponsored 
re^searoh program if the approval of th^e department 
head concerned i s' obtai ned . Under such circum- 
stances, sponsored research prog.raVwor k will fall 
within the nor*5ial workload of a full-time staff 
member during the academic year. No^su ppl emen ta ry 

tcompeosa t i on will be pairf for sponsored research 
work during the acad eftii c' yea r except in very special 
cases. ^Members of the^^facult^ are St\ no way obl.i- 
^ated to work oa'.s po n soVed research programs. 

If a sponsored re'search program requires the services 
of an^academic sta.ff member during the summer, the 
maximum compensation shall be one-ninth of the 
i nd i V i dual; s annual salary per month for full-time 
ivork. Academic staff members on the annual salary 
plan are not permitted to work for more than two 
mohths on a sp'onsored research program during the 
summer . * . -/ 
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4.23 '/ FELLOWSHIPS 



Research sponsorship in the form of fellowships, 
covering a cash award to the Fellow, tuition, and an 
additional allowance to M.I.T. is subject to the 
rules and regulations of the CommiNttee an Grad.uate 
School Policy. Faculty member's who are soliciting 
f e.l 1 owshi ps "Shoul d consult with the appropriate 
department head and^the Vice President and Dearv of 
the Graduate School before making commitments. 

Some research sponsored by industry may be carried 
out by awarding fellowships or scholarships to 
graduate students \whose thesi's work is in the field 
specified, Such. awards are also subject to the. 
rules and regulations of the Committee on Graduate 
School Policy. In particular, no restrictive condi- 
tions should be applied, and therecipients must 
retain the status of regular graduate students . If, 
in addition, a student receives financial aid from a 
granC for thesis expenses or utilizes laboratories 
and equipment that are par^tly or w^iolly financed by 
special funds, the student must relinquish his or*' 
her, rights (particularly with respect tS inventions 
and publication) to the extent that the ^^^stitute is 
obligated to those who contribute financial assist 
tance to its educational and research programs. 



4.30 INDUSTRIAL LIAISON PROGRAM 



The Industrial Liaison ProgVam was established by 
the Institute 'in V948 to accomplish several purposes: 
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to provide organized communication between the 
Institute faculty and staff and the research, manage- 
ijient, and operational activities of a broad range of 
research-oriented industrial organ izati on s; to 
provide comprehensive information regarding M.I.T.'s 
research activities to the selected companies parti- 
cipating \k\ the Program; and to secure major unres- 
tricted financial support from industry. The Indus- 
trial Liaison Of f i ce ( I . L .0 /) is responsible for 
implementing the Institute's commitments to the 
participating companies with the active assistance 
and cooperation of the faculty, staff, and 
administration. 

The Institute undertakes to facilitate the inter- 
change of ideas and research i nformation 'between the 
faculty and participating companies'. The Industrial 
Liaison Office sponsors informal research conferences 
conducted ^by the faculty and staff for member com- 
panies, publishes an annual Pi rectory of Current 

'3"^^ presents a series of formal Symp6sia 
(12-18 per year)'and seminars (6-8 per year). The 
former are mainly heTd in Cambridge, and the latter 
in different cities around the country. The I.L.O. 
also publishes a "Monthly List of Publications" of 
selected M.I.T. research articles, reports, etc., 
and provides companies- access to the M.I.T. library 
system. It also supplies the companfei' with pre- 
prints of journal articles and 1 a bora tory * t echn i ca 1 
reports prepared by the Fa^culty, solicits industrial 
research papers'and distributes them to interested 
faculty members, arranges visits by company represen- 
tatives to the Institute, supports visits, by members 
of the Faculty to. the laboratories and offices of 



161 



175 



the participating companies, and in general acts as 
a communication link between member companies arrd 
the M.I.T. st^f. The attention of the Industrial 
Liaison Office is focused on .the .i nd i v i dua 1 interests 
of faculty members and of participating companies 
and touches on al 1 fielcis of education and research 
represented at<*^he Institute. 

Faculty and staff members are asked to take an 
active part in the Industrial Liaison Program. They 
keep in touch with the needs and interests of parti- 
cipating companies, or obtain technical Information 
from them, through the Industrial Li a i son Of f i ce . 
The I.L.O. acti vi ti es provi de : 

a. Contact with advanced industrial research, 
leading to improved teaching material and st'^mulation 
of ideas for thesis topics. Companies upon request 
can often furnish material and information that 
otherwise wouj||fbe excluded. 

limate for increased industrial 
support of sponsored research, 
1 owshi ps . 

c. Convenient channels for faculty members to 
increase their services in industry through consul- 
tation and mutual exchange of information. 

d. A desirable framework for visits by Institute 
faculty staff members to industrial laboratories and 
p 1 ants . 
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e. Improved opportunities for effective placement 
of graduates through better mutual knowledge of 
personnel and facilities/ 

A Revenue Sharing PI an^ias'^been ini.tjated in the 
Industrial Liaison Program through which 10 percent 
of the revenue/deceived is distributed among the 
M.l.T. faculty and staff, who participate in the 
activities of the ' I ndustr.i al Liaison Program. The* 
funds made available on this basis are not inctfme to 
the individual but are intended for support of his 
or her professional work. 

The Faculty Committee on ^Industrial Liaison serves 
as an advisory group to the 'admi ni strati on and the ' 
Industrial L i a i son Of f i ce on. the Industrial Liaison 
Program and gives representati onetb the faculty on 
p 0 1 i c y m a t t-e r s . 



M.I.T. ASS0CI7\TES PROGRAM - 

The M.I*T. As soci dtes Program was established in 
1961 to facilitate an .exchange Iji^etween the Institute, 
and a selected group of business and industrial 
firms. The Program also provides an appropriate 
means for those business concerns %o gran't unrestric- 
ted support to the Institute on a continuous basis. 
New growth compam es, a-nd large, well-established 
firms wi'tb a limited commltment to basic research 
technology are the principal organizations served 
onder the Program*. Many, though not all, of tfie 
participants are located in New Er^gland. 

1 63 
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Through the* Associ ates Prografn", ttie Institute 
expresses its recognition of the crucial role of t>he 
smaller, research-based company in the economic 
growth of industrialized areas throughout the country* 
As a private* institution chartered inMassachusetts, 
M,I.T, feejs a spec^l responsibility to contribute^ 
to the scientific an5\tec hno 1 og 1 ca 1 development of 
the community in which it resides. It also recog- 
nizes the desire of many new enterprises to play an 
active role in the professional life of the Institute 
and the stimulus of an organized means of commun1,ca-» 
tiorr with such' compan i es to M.I.T.'s educa^t.ional and 
research program. 

The primary resource of the Program is an exchange 
between Ciepresentati ves of the participating compan- 
ies and the Institute's faculty and research staff. 
This level of interaction cah extend into other 
levels of consultation and research as required on 
an i nd i V idua 1 bas i s , 

The Program sponsors a series of round 'table lunch- 
eons for pa r,t i c i pa t i ng f i rms wh i eh a r-e chaj red by a 
faculty memtjer and are admi n i s (.eYed^ by the Program's 
staff. 

Member companies are ^ept informed on research 
under way at the Institute bearing on their fields 
of interest and receive assistance in obtaining 
i n format i on"" and expert counsel. i*n peripheral fie-lds. 
The part-i c i pan t s are^ granted use of tlje M.I.T. 
library system, are notified of all seminars anti 
other M.I.T. technical and education^al events open 
to the public, and, in general, are encouraged to 
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u^jf the M. 1 .1. Associates' Off ice. for aid in. their - 

relations v^ith the Institute. 

• • • • ' 

A Revenue Sharing iPlan sim'*rlar to that described' fo 

<' - ■ • ti . * ■ 

the . Industri al Liaison Program ii available to the 

<^ • ■ • . , • • 

^faculty and staff members who participate in the 

Associates Program. 
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5.00 ' INSTITUTE FACILITIES AND. SERVICES 



5.00.1 . OFFICE OF ADMINISTRATIVE fNFORHATION SYSTEMS ' 

r ' 

The Office of Administrative Information Systems is 

f 

a central resource group responsible for planning 
^ and directing the analysis anddevelopment of manage- 
ment informal)ion systems . for all administrative 
units of the fns^titute, as well as. Tor producing* 
timely and accurate reports -from systems which 
uti 1 i ze 'the 0 . A . I .*S . computer faci 1 i t^ . These two 
tasks are to be accomplished within an environment ^ 
which establishes and en f orces ' I ns t i tu te standards 
fordocumentation, programming,, and compatible. d^ta . 
file^. Particular emphasis is given to the develop- 
ment of an integrated plan for the use of -information 
at the Institute, to the relation between specific* 
systems and that plan, and to the maintenance of the 
confidentiality of information. Op^e rational services 
^ are bi 1 1 ed to cl ient offices while design and devel- 
opment are finaflced centr^ally by the Institute. ^ 

5.00.2 ATHLETIC FACILITIES ^' . 

* * 

^ The extensive athletic facilities of-the Institute 
a,re avail^44^e to employees at^^J^iose times not, con- 
flic t.in'g with student r eqtn renreTTts . An athletic 
card, which also authorizes members of the purchaser's 



166 J_QQ 



ERJC 



f 



^ Immediate family, is required for access to most 
faci-lities, 



5.00.3 AUDIO-VISUAL OFF It E * 

^ fi— 



The Audio-Visual Office-has the^oll owi ng types of 
equipment available for c 1 a s sroom teacli i ngs seminars, 
and thesis presentations: publ ic address an^i related 
audio components, movie' and slide projectors, and ■ 
other audi^ and projection aids,-,. 



5.00.4 CAMPUS PATROL 



The Campus Patrol has, as its continuous mission, 
responsibility, to provide for the safiety and welfare 
of students, facul ty , staff , employees , and visitors 
seven day's a v/eek, twenty«ifour hours a, day. 

In addjtion, th^ patro-l^ continues to provide the 
many se r v1 t>€5.^f or which it is uniquely qualified by 
reasons b'oth of tra tn i ndrend. i ts twetity-four hour,' ^ 
seven-day-a-week operattoii. Such services include 
responding to me'dical emergencies wi th .a^ttendant 
emergency ambulatice ser/nce , a^c^i dents , f-fres, 
Jockouts, night escort (service, and lost a*\d found;*''' 
to mention a few, "The 'Patrol is responsible for. 
vmiich of th^administration and all of the direction 
aH(J enforcement of traffic and pai;king for the 
entire I n s t i tQte commun i ty of faculty, staff, stu- 
dents, and visitors. The Patrol engages in crime 
prevention programs -such as "OjDeration Identification" 
for personal property, "Bolt Down^'" for Instttu,^ 
^equipmen't,'* and t^*e const'ant pu-blication of ^ 
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tnformat^ive* warning bulletins to keep the community 

jnformed and alert, to meet the challenges of our 
open campus. 

^. 

At the Institute to reach the Patrol in an emergency^ 
dial 100, from outside, 253-2996 or 253-2997. '* 

- ■ .V \ . ■ • 

5.00.5 CAftEER^PL/^NNING AND PLACEMENT. OFPICE - 



The Career Planning and* PI acement *0f f i ce , with thev 
assistance of department .pi acemj^nt advisers, has * * 
primary responsibi 1 i ty for assisting both bachelor's 
aiid advanced degree candidates with their career- 
plans. This aid includes arranging interviews with 
representatives of i ndustry and "government , counsel- 
ing students on their choice of jobs, graduate 
schools, and f el 1 ows h i p. awa rds , .and expl ori ng foreign 
i3brk and stlidy opportunities. 

r /..'.. • ' 

In addition, the Career Planning and Placement 
* - • Office operates an a 1 umni P 1 icemen t service, the 

purpose of which is to help alunrni secure positions 
' for which they are particularly suited and to aid 

employers id s'electine individuals for jobs requiring 
professional education in engineerifig, science,, or ^ 
management." At any point in tjme, ;a large number of 
openings are listed with this Service iy companies, 
research institutes, an,d government agenci&s*: 

The Career Planning and Placement Office can fre- . 
fju^ently assist staff members in answering personnel. 
• 'inquiries. However^ most recommendations for teach- 
ing positions are jnade by the departments. The 
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office compiles detailed statistics on the career 
plans and employment status of graduating students. 



5.00.6 . CHILD CARE OFFICE^ 



Trte M.I.T. Child Care Of fi ce swerves as the focus for 
"'issues related to child care and i s a va i 1 a b 1 e« to all 
members of the M.I.T. community, especially those 
who need assistance in locating suitat)le care for 
*theirchildren. , ^ i ' 

The of-fice both coordinates oq- campus programs (a 
nursery schojol and a day care center operated by 
Technology Children's Center, Inc., a pr i vate , . not- 
. for-profit corporati on ) cTnd also operates a Family 
Day Care Progra'm with licensed homes both on and off 
campus. -Information is available on Qther programs 
in Cambridge and in '/i ear by communities for those who 
cannot be accommodated in these programs. 

\ ' 

Part of the process of f i nd ing 'su i tabl e child care 
is to understanji what suitable chifd care means. 
Since there is no one objective definitioa of suit- 
able child care, parents must decide thfis for them- 
selves. To assist parents in making this decision, 
the Child Care Office maintains a* library of publi- 
cations on related subjects. Tl^ese areSj^de avail- 
• abl-e to paif'ents upon request^ In addition, the * 
Istaff is available to discuss any related issue,s 
with parents either individually or as a group. 



1 nqu^r 



All inquiries concerning any aspect ^ child care 
should be" directed to the Child Care Office. 
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5.00.7 CREDIT UNION 



Membejship in the M.I.T. Emp 1 oyees Federal Credit 
Union is available to all M.I.T. employees. Savings 
ac cou n ts , i n c 1 ud i ng a payrolT deduction plan, and 
individual loans may be arran-ged. 



5.00.8 DAY CAMP 



The Athletic Department operates a day camp for 
eight weeks ckiring the summer. It is open to chil- 
dren of students, staff, and employees for a fee for 
ages six through fourteen. The program includes a 
wide variety of athletic and craft activities.- 



5.00.9 M.I.T. DE^Et^Ogt^ENT FOUNDATION 



The M.I.T. Development Foundation was organized to 
stimulate and encourage the technology transfer 
process and to develop a better understanding of- the 
mechanisms whereby science and technology may be 
applied in the public sector. 

The Foundation is prepared to assist members of the 
M.I.T. commurrity and others in the commercialization 
of new products* processes, techniques', or- technol- 
ogy. The Foundation can assist in the development 
of market information, corporate strategy and organi- 
zation, and bu-siness plans, and can provide advice 
on sources of venture capital, management and .techni- 
cal talent, and current trends in the financing 
new b.usinesses' and in the regulatory environment.^^ 
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5.00. 10 ENDICOTT HOUSE 



Endicott House, a large residence in suburban Dedham, 
Massachusetts, is operated by M.I.T. primarily as a 
resident conference facility; it houses up to 31 
people in double and single rooms and has comfor- 
table d i n i ng and con f erence facilities. Though 
re^^ldent groupV$f^e given priority, arrangements may 
be made for other/ conferences and meetings for 
educa t i ona V^and . prof es s i ona 1 grogp.s of up to 100* 
people working- ifl' the public interest, whether or 
not sponsored by M.I.T. For example, the groups 
mi ght i nc 1 ude commi ttees ^(when faculty members are 
involved), department teas and seminar's, and meetings 
of the M.I..T. Matrons. The house is not available 
for , purely social gatherings sponsored by individual 
staff members . 

The* house ^nd grounds are- not open to the pubTlc, or 
to 1 ndi V i dua 1 . members of the M.I.T. community, 
without prior reservation.^ -Group reservations for 
the use of the house mu$t be made through the Endi- 
cott'House office, 326-5151. 



5.00:n FACULTY .CLUB 



^All faculty, staff, and exempt personnel" of M.I.T'. 
and members of the Quarter Century Club are eligi- 
ble, without payment of. dues, for membership in the 
Faculty £lub. Lunch is served from 12:00 noon to 
2:00 p.m".--dinner from 5:30 p.m. to 8:00 p.m. A bar 
and comfortable loungeare available as well as 
private dining and meeting rox)ms for business or 
re 1 axati on . 



in 
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5.00.12 FINANCIAL ^VICES 



Personal checks up to a limit of $100 may be cashed 
by members of the M.I.T. staff for a small fee with 
theVequired Ins'titute identification card at the 
Cashier's Office, located in .Building 10-180, between 
9:00 a.m. and 3:00 p.m., Monday through Friday. 
Staff members may arrange with the Payroll Office to 
have their salary checks deposited in their personal 
checking accounts. .Payment of bills, purchase of 
traveler's checks, and pickup of payroll checks may 
also be trifrnsacted in the Cashier's Office. 



5.00.13 FURNITURE EXCRAME 



FXPHANI 




The Technology Matrons operyite 'the Furniture ExcJj^nge 
on a v^-lunteer basis to assist students and short- 
term visitors requiring furniture at minimum expense. 
The inventory consists of S^oth donated and repur- 

sed items; tax deductibl e* donations are welcom^. 
The Exchange is located at 25 Windsor Street and is 
generally open for business* Tuesdays and Thursdays 
from 10:00 a.m. unt11^2;00 p.m. .Appointments may . 
be made by p^^lTing extension 3-4293. " "-^ 



5. 00. 14 



HIC ARTS SERVICE 



The Graphic Arts Service includes the following y 
specialized operati.ons to fulfill faculty, staff', ^ 
and student requirements for photographic, mailing, 
typesetting, drafting, illustration, and reproduc- 
tion work: 
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The Illustration Department : Equipped to pr*6pare 
creative designs, photographic typesetting, schematic 
diagrams* renderings, exploded views, graphs; and 
charts for ^theseC reports, and publ i ca..t i ons . 

The Photographic Department : Offers a complete 
illustration and portrait studio, professional 
photographers who are available to. take photographs' 
at locations throughout t|^e cartvpus and elsewhere! 
and complete darkroomfacilitiesj^ including pmen t 

for making slides, pho tog r*a ph i c copies, pri.nts, and 
en 1 a rgemen ts (including photomgraTs). I iT#ddd i t i fin , 
there is equi pifre n t for pistes t a tandozalid 
reproduc t ion.. , 

* * 

Th e Quick Co^py Centers : Located jt Buildings 3-003, 
1 - 252 , 2- 2 1 7 , and E52-032 , they g.ive for less corrv- 
plicated jobs, the faster service that .the Offset 
Printing Department is unabJe to provide. Xerox 
machines and Addressoqraph-Multigraph 2650 Sy stems 
are us^d>to print from one to two hundred copies, on 
one or two ^ides of a sheet. A limited finishing 
service is available: papers may be collated and 
stapled If desired. Punched paper„i s available. 
Sheet sizes up to " x 17*' may be reproduced frotn 
original copy and reductions of originals, are also 
ava11abl6\ A machine capable of copying the full 
range of colors Is also available at the 3-003 
location. 

"^■^ 6 ^ ^ _P ting Dep artment : Provides offset and 
photo direct printing of all types, as well as , 
coniplete bindery and finishing Service for brochures, 
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pamphlets, posters, class notes, theses, and lab 
-sJ[eports, to name a few. 

Photo di rect usual ly picks up where Quick Copy ends 
or cannot proddce^the desired qualJty or quantity. 
Average photo direct printing-orders fall into the 
lOO to 1,500 copy bracket, one or two-sided printing, 
by any number of pages when camera-ready, copy of 
linequalityisfurnished. *^ ' 

Photo offset is in essence 1 i m i 1 1 e s s-* as t^ the type 
of original that^can be printed and is the finest 
\ ' quality of printing offered, in any quantities. 

Where photo direct ha s-^b^ncjifl ng limitations, photo 
offset has no limitations as to* birvding requirements. 

The Mail Service : Provides the facilities for ' 
addressing envelot)es , brochure^s, etc . , i a pres s ure ^ 
sensitive labels, heat transfer tapes, Cheshire 
labels and Elliott address plate's. Sorting a-ccord-ing 
• to rip codes, hand linserting and, high-5p€''ed machine 
inserting for #ldS9nd 9 x 1*2 size envelopes, sealing, 
metering, tying and bagging, and trucking to th^e 
\, Post Office; can -be handled by fhis department,. In 

addition, the Graphic Arts Mail S"ervice^*is also 
equipflpd to^cVeate itiailVing lists on Uliott Stencils 
from Jne customer's list. The s e '1 i S ts' may be kept 
at Mail Service or by the custonterr' 3nd &ent to the 
Mail Service when *en vG'1t>pes , c'aVds, etc., are heeded. 

' / "■; " ' ' ■ o' -/ 

5 .00. 15 HO USING 0 F F I C E > - OF F - CAMPU S tiOUSUIG SERVICE ' 

'. ■ > " • - . . ■ ■ ■-^ - 

The*. Hou sing Office ma,^ntai,ins off-campus listings of 
^ .rooms, apartinents , and hous'es for rent. In-fOrmation 

174 ■ ' Ik. ' 



188 



Is also available concerning leases, temporary 
accommodations, public tr an spor ta t i on and Greater 
Boston Area maps, renting and buying furniture, and 
other hoiising-pelated issues. Information is available 
about special programs and resources for short-term 
furnished accomftloda t iops. T.he Housinc^Office 
'should be considered as the best resoi/rce to find 
answers to any hou s i ng- p e 1 a ted questions. 

,__p_Q_^J6_ INFORMATION PROCESSING CENTER . . 



The I n forma t i orr Process i ng Center pro^vides the 
M.I.T. community ' vn th t?a broad spectrum of general 
purpose computer services on a tos t-re.co very basis. , 
These services include h i gh-pprf armance job-stream 
processing, remote joh.-entry,, i n t erac t i ve t ime-' 
sharing, programming assistance, and documentation. 
Any member, of the M.I.T. commun i ty need i ng *de ta i 1 ed 
informatian about the services providejl or about 
their use an^^l application shoui d con<^^6t the dipector. 

INSTITUTE INRtRMATION. SERVICES 



Institute Information Services is conlposed of the 
Campus Information Center, the Office of Design ' 
Services, the News Office, and the' Regi stry of 
Guests, and is responsible for" the publication of 
the M .I.T. Bull etin. 

The Campus Information Center. of fers genera 1 infor- 
mation about the Institute for the M.I.T. community 
and forkvisitors.to the campus. 
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The Office of Design Services provides graphic 
design, production, and editorial services for 
fnstitutepublications. ' / 

f 

The News Office- is a center for internal and external 
dissemination o^f information relating to educatian 
and research developments and to activities of the 
M.I.T. community^ The News Office publis.hes the 
official campus newspaper, Tech Talk , as well as the 
M.I.T. Otxserver and Reports on Research . The D.irec- 
tor dnd staff of the News Office pr<S v i de 1 i a i son 
with all public media and with student and alumni 
publications. Members of the Insti tute facul ty ♦ 
staff-, and student body are urged .to keep this 
office infarm.ed of activities aod*^to seek counsel 
and assistance in matters relating to public 
information. ^ ^, 

The Registry of Guests provides information and 
coordinates arrangements for international visitors 
to M.I.T. The office arranges appointments for and 
receives short-term foreign visitors to the' Institute 
The Registry also assists foreign staff and faculty* 
members who have been tendered forma! appointments 
to M.I.T. with visas and other related matters. 
Requests'^ for v i assistance should-^be accompanied 
by full information concerning such appoi ntment3 . 
In addition, the Of fi ce provides liaison foj the 
Committee on Commencement, and secures delegates to, 
represent the Institute at academic functions at . 
otJber institutions. 

\ 

Th^e Editorial Manager of the M.KT. Bulletin coordin- 
ates the design, editing, and production of various 
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issues of the M.I.T. Bull etiti , the General Catalogoie, i 
Courses and Degree Programs, and-'the Report of the ^ 
Pre'^ident and the Chancellor. 



00.18 LIBRARIES 



o 

Supporting both the tea ch*i ng_ and research activities 
at the Institi^te are'the M.J.T. libraries, with- 
^holdings in excess of one and one-half miflion 
volumes. Over 17,000 current journals and serials 
and extensive back fi]es provide comprehensive 
resources in all major fields. These a-re enriched 
by nufperous special collections, including microfiche, 
slides, andmaps. ^ 

J- 

The libra^ry system* w i t h'^ headqua r te rs in the Charles 
Hayden Memorial Library Bu i 1 d i ng , i nt;l udes the five ' 
S^hooT libraries with several branches and reading 
Vooms: the Rotch: Library of Arc h i t e<: tur e a njj^'^ P 1 a n - 
niVi^; the Dev/ey Library (economics, industrial 
management, industrial relations, and political* 
science); the Barker Engineering Library (with a 
separate Aeronautics and Astronautics Library and 
Von H i ppeU Read i ng Room>f«jr materials science^ the 
Humanities Library (^itA a Music Library and a^ 
Reserve Book^ Room); the ^cjence Library (with the 
Lindgren Library for the earth and planetary sciences 
and Chemistry Reading Room); the S tuden t' Cen t er 
library; the Institute Archives; and-Rare Boojts.' 

All of tfie vservi ces offered by a fine research 
library a-re available: reference and information, 
1 nterl i br^ry loans, complete photocopying facilities, 
retrieval from mac-hi ne-readable data bases. The 
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M.I.T. liljraries are open tcT the students, faculty, 
staff, and employees of the Institute, and their 
, .immediate famifies, and to those individuaTs outside 
the academic community who have made special 
arrangements to use them. Mll^iber^- af the M.I.T. 
community use their M.I.T. Identification card for 
admission to the libraries and f or'^bor rowi ng privi- 
leges.. Others wishing to use the facilities may 
apply to the Associate Dire*ctor for L i bra ry Ser v i c es , 
Room 14S-216, for a library privilege card. 

5J)0Ji_ MEDjUJ.^ DEPARTMENT^ ^^.^^^^ 

d ' 

^ ' The Executive Committee of the Corporation by vote* 

on May 1 5 , 1 933 ,, established a policy making the 
"service-s of the Institute's medical staff a>id the 
facilities of the Homberg Memorial Infirmary ava'il- ^ 
able to s tudents , f acutty , staff, and employees of 
the Institute. In 1963 the Institute extended- the 
Services of the Medical Department to include 
spouses of students, and in 1 973 i t ♦ i n i t i a ted . t lie 
M.I.T. Health Plan making comprehensive health 
services available to (Employees artd their fami>fes 
on a con t r*ac t bas 1 s . 

The services of the Medical Department are available 
■ to faculty, staff, and employees holding an Institute^ 
identification card.* Thqre is no charge for visKs. 
to the medical or surgical clinics; howe-ver, tharges 
are made for consultations with' specialists, labora- 
tory s tud 1 es , ^urg 1 ca 1 procedures, electrocardiograms, 
and X-rays. Institute personnel^ may be' admitted to 



the Ijifirmary f/or c^re. The Metlical Department wi f 1 
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cpoperate in every way possible with the private^ 
>physicjans of Institute personnel. . . ' , 

The Medicar Department is open Monday through^ Friday 
from 8:3G a.m. to 5:00 p.m. E)?cept for emergencies, 
all patier>ts are seen by a^ppoi ntment , which may be 
Arranged at the reception 'desk on the first floor of 
theWfrdical Department or by calling the clinic. 

« -I 

Eme^.cj'ency Medical Care : When the Medical De^partment 
is xmsed, emergency, care may be obtained in the 
Infirmary, which is at 350 Memorial Drive between 
McCormibk HalJ and Baker House. ^ The entrance to the 
Infirmary^is from Amherst Street. 

• \ . . ■ ■ . 

In case' of medical emergency on campus, help should 
be summoned by dialing extension 100 which connects 
directly t.o the Campus Patrol, whose officer on duty 
will dispatch an iimbulance to take the patient to 
the MedicaKDepa.rtment or to a hospital. A physician 
will not be sent, to the scene of an accident since 
this may-delay the transpoVtation of the patient to 
a facility properly equipped to cope with the ^ 
metl i c a 1 prob 1 em . 

Envi ronmental Medl cal Servi ce :' The Environmental 
Medical Service, a unit of the Medical Department, 
is supervised by a physician who is a*specialist in 
envit^onmental heeMth. Several health physicists and 
industrial hyg i ene'^ engi neers members of the staff, 
devote, their sk»ills to the pro'tection of, the Insti- 
tute community from racJiation and toxic hazards.^ 
All membe»*s of the Insti^tute should fe^l free to 
'consult With^the E,nvironmental Medical Service if 
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they are concerned about the safety of'operat.lons 
Involving potential toxic or radiation exposure. A 
member of the Environmeiltal Medical Service is 
available any time of the day or night for^assis-' 
tance in emergencies and can be jreached through the 
Institute telephone operator. ^ 

-I ^ • 

Offi{C£ of Social Work Service : As an acljunct to the 

J^ed\calJ)epartment, the Institute maintains an 

Office of Social Work Service for consultation and 

referral. A^ide 1\st'of available family services 

is. maintained by this office. 

M.I.T. Health Plan : Available as^ an alternative to 
the Institute's Blue Cross/Blufe Sh^ield health insur- 
ance at only marginally higher cost, the M.I.T. 
Health Plan, offers prepaid comprehervsive health care 
to those emprloyed at the Institute and their families 
(see Section 2.82. 2) . . 



) 

00.20 M.M.T. PRESS 



Slince the M.I.T. Press became a wholly independent 
university publishing organization in* 1962, it has 
grown to the point* that it is now one of the largest 
scholarly publ ishers in the United States. -^Over 
1,000 books have been publ i shea under the. M.I.T. 
imprint since the Press was founded in 1933. At the 
present time approximately 90 new books are issued* 
^by the Pre^s each year-- most of them original hard- 
cover eSitionS but including a significant number of 
imports and paperbacks as well. 
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The Press consists of five operating departments: 
ed'itorial acquisitions; text editing, media (design 
and production); Imarket'ing; and financial (including 
order -processing, acfcounts receivable, and account- 
ing). The Director of the^ress is /esponsible to. 
the office of the President and the Chancellor., 
Editorial and management boards consisting of faculty 
and officers of the Institute Jdvise the Press on 
policy and operations,- The editorial board., in 
||)arti cul a»r , is charged with administering t+ie 
imjjrint of the Pr^ss; book projects must be accepted 
tiy the board before they are published by the Press. 

The M.I.T, Press is a principal agency for the 
execution of the Institute's responsibility to teach 
not only a residential student body but the world at 
large. The Press has worldwide distribution through 
its United Kingdom subsidiary and by other means; 
its book S:. and other educational materials bearing 
.tts imprint convey to a bi^oad audience of Scholars 
a'sense of the quality of the Institute and its 
concern with learning. Books published by the Press 
have won many awards, including the National Book 
Award and a wide variety of citations for graphic 
excel 1 ence . ' 

In general, the range of publication parallels the 
range of the Institute's own interests.' Science an'd 
technology are xentral areas of concentration. In 
additioTi, architecture and urban planning, critical 
current issues, environmental studies, linguistics 
anrf information science are among the areas* character- 
ized by a notable depth of coverage in recent Press 
lists. The Press has a special interest in 
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ma r\u scripts originating at the Institute, itself; 
among its authors, however, are members of faculties- 
of many othjer universities "In the Uni.ted States and 
abroad . ' - ' 

• . ' Faci 1 i ti es !' The headquarters of the Press^are 
* located at 28.'Carleton Street, Cambrjjge, Massachu- 

setts *02142. Its* warehousing facilities are*-ln 
. Lawrence, Massachusetts. * 

•The Press ma*intains a professional staff e'q|jipped to 
provide manuscrip't appraisal -Snd editing and full 
^ Graphic design and production (the latter by subcon- 

tract to a wide variety of compositors, printers, 
and binders). Its marketing effort includes direct 
mail, space advertising, and direct. sales activities, 
so manage'd as to create ^cce^s to a large genpral 
audience ^or those books arppropriate for that reader- 
ship as well as' awareness within the specific group 
> of scholars to which a monograph may be directed. 

,The Press seeks most of all to serve its ow<^ comm^un- 
ity. Inquiries regard ing publication are welcome. 
Catalogues of books in print are available oyrequest. 

■ • ' ' ^ r 
5.00. 21 ' PARKING k 

' — ' n — 

Limited parking space is available for^ faculty, 
staff ,» and emplo.yees in d'esignated parking facilities 
on the campus. These facilities.are controlled by 
the issuance of windshield stickfirson^a yearly 
r *bas1s through the individual departments. 
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Since parking space is insufficient f©r* all members 
of the community and beq^ause environmental regula- 
tions emphasize the need to utilize commuting modes 
other than the single' occupant motor vehicle, the. 
Insti tute ^Commi ttee on Parking has developed guide- 
lines for permit' allocations which stress the need, 
to minimize parking.Alternative transportation ' 
m6des such as carpooling and public transportation 
are encouraged. • > 



^00.22 ^ PERSONNEL OFFICE 



-Personnel policies for nonacademic personnel are 
adopted by the administration on recommendation of 
the Personnel Policy Committee, v/hich includes 
representation jfrom the administration, the faculty, 
and sponsored research activities. The Personnel 
Office is responsible for communication, interpreta- 
tion, and ovjeraU administration of, these policies 
.throughout the Insjtitute. Its functions include 

! employment, wage and salary administration, union 
relations, the administration of benefits, advice 
and assistance in personnel matters both to. employees 
and to supervisors, and programs of personnel devel- 
opment and trai,ning. ^ 

AM actions affecting the employment status of » 
nonacademic personnel are processed thrt^ugh the 
PersonneJ Office, including new hires, promotions, 
tt^jiS'f er s , changes in pay or hours, leavesof absence, 
and terminations. At the Lincoln Laboratory such 
actions are/processed" through the P^sonnel Office 
mai'htained at that facility. 
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New members of the faculty ^and campus staff are 
asked ta^visit the Benefits Section Af the Office of. 
Personnel Relations when they are first appointed to 
become jacquainte^d with the Institute's va-rious 
bene f i tVp 1 ons , and the options available under these 
plans. New members of the- Lincoln Labo(;atory staff- 
should contact the Benefi ts Section of the PersonneT- 
Office at .that facility. Questions about benefits^- 

9 

and related matters *may, of course, be brought to 
these offices at arvy other time as well. 



A membje^ of the faculty or staff who is responsible 
for the supervision of employeesyfs also ucged to 
become familiar with the Institute's policies and- 
procedures relatirrg to such matters as wages, hours 
'Of work, promoti-Ons , transfers , leaves of absence,' 
vacations and other paid' leaves, a ttendanc e^ requ i re- 
ments,'and grievance procedures. Each department is 
iass^ned a Personnel Officer from the M..I.T. Per- 
9^nel Office who is available for advice and -consul- 
tation to supervisors at any tfme, 



L^0.-23_ PHYSICAL PLAfj^ 



The Physical Plant Department is responsible for the 
operation a^nd maintenance of a.l 1 M.I.T. buildings 
and grounds', excluding the dormitory system, whi'Ch 
is serviced on a 1 1 mi ted- bas 1 s . It supervises the 
construction of all new* buildings as well as^thg 
alteration and renovation of existing facilities. 
The Department provides a variety of services to 
as"sist members of the M.I.T. community In the 
development and 'maintenance of-space and equi prfren t 
as well- as providing normal and eme/gency repair 
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services as needed. Ih, addition, it has responsibil- 
ity for the purchase and distribution of utilities 
throughout the campus as well as overall responsibil- 
ity fOB telephone services, including the dormitory 
^ phone system. and data communication's, 

Requests for gilding repairs and emergency service 
should be directed to the Work Control Center. 
Information concerning space alteration-s and related 
^ cost estiMjiates, pr the installation of equipment and 
utilities, may be obtained from the Office of the 
Superintendent for Engineering and Construction. 
Inquiries conce-rning mail delivery, cleaning, truck- 
ing, moving, and similar servioe^ should be directed- 
) * to the Office of the Superi ntendent for Support 

Services. Questions concrefning any aspect of tele- 
- , phone service should be directed to the Office of 
the Superintendent of Te^ecommun 1 ca t i on)s 

5.00.24 PLANNING OFFICE ' " • 



The M.I.T. Planning Office is responsi(ile for the- 
preparation and maintenanc6 of ' the Institute's long- 
►range plan for campus '^Jeve 1 o pmen t , the programming 
and planning of the ' I ns t i t u t e * s new facilities, and 
the preparation of plannifi<3 ptudies on the utiliza- 
tion and allocation of the^ I n s 1 4 tu t e • s i s 1 1 ng 
' space resources. It additionally maintains the 
sysjLem collecting information concerning all of the 
ifwtitute's physical facilities, and maintains 
tef^hnical liaison with both public iAdi quasi-public 
agencies whose operations influence the Institute's 
physical development. In Conjunction with these 
responsibilities, the Institute's Planning Office 
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staff carries out a wide range of studi'es for the 
whole M.I.T. commu-nity as v?ell as for a number of 
stand'] ng and special 'committees. 

5.00.25 PRE.PR0FESS10 n'aL ADVISING AND EDU CATION O.FFIC& 

s ~ ' . 

The .Preprof es s i ona 1 Advising and Education Office 
serves students interested in the fields of medic. ine 
a\d. hea-1 th-rel aled fields, law, public administration, 
educa t.i on, and/or related careers. The Office 
su-jp ports three faculty-^tud^t committees--the 
Committee on Preprof essional Advising and Education, 
the Premedical Advisory Council, and the Prelaw 
Advisory Couacil.. The Committee on Preprpf es s i ona 1 
Advising and Education publishes a Premedical Hand - 
book for I .T . Students - and a H andbook for M. I .T. 
Students I ntj^e sted in Law. Seminars sponsored by 
the Office' provide a means for the student to decide 
whethe^r a. career in a certain field is appropriate^ 
for him or her. The Office serves as host to repre- 
sentatives from medical ^ind law schools who speak to 
student's about the^r particul*ar programs. 

Ther Off i?e compiles statistics on the students who^ 
dpply to medical. and law schools. These include 
tables which indicate where the students applied^ 
where they were admitted, and the i r , depa rtmen t 
affiliation. 



5.00.26 P URCHASING OFFTCE ^ 

All materials, supplies, re pa i rp , ma i ntenance , ^ • 
alterations, and equi'pment, except cpntracts invol 
ving the planning and building of structures or. 
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additions or alterations affecting the building 
structure or utilities, are procured through one of 
the establ i shed 'servi ces of the Institute (such as 
the dffice of Laboratory Supplies, Graphic Arts 
'Services, and the. Physical Plant, or through an 
authorized purchasing agency). The requirements of 
academic and administrative departments atvd'of 
research* projects located within the academic depart- 
ments are handled through the General Purchasi-ng 
Office. .Certain research^laboratories w.ith special 
technical reqtiirements have separate purchasing 
agencies. A booklet on Purchas i ng Pol i cy and 
Procedures is available from the Office of the 
-Director of Purchasing. 



O J 



The Office of Laboratory Supplies, which is under 
the jurisdiction of the D.irector of Purchasing, has 
an extensive inventory of laboratory apparatus and 
supplies, eVectro.nic compQnents, chemicals, office 
supplies, any office furniture. In fhis stock will 
.be fouad most of *tfcie items in common use throughout 
the Inst^itute.^ Compressed gases and office supplies 
are delivered thrpiig'hou't the main buildings. ' 
Catalogues'of'tfie offit?" supplies, laboratory supp- 
lies, an'd electronic components in stock are avail- 
ably^ from the OffJce of .La^orat-ory Supplies.** 
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/SAFETY OFFICE 



While prima ry responsibility for tl>e $afety of 
students, faculty* staff, employees, and guests 
rests with the departments d|||i, their S4J*pe rv 1 jory 
personnel » the Institute provides*^h£ services of 
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the Safety Office in connection with problems of 
personal Safety and public safety. 

The Safety Office evaluates and implements safety 
policies ajid reviews new and existing equipment and 
pperating practices to miriimize hazards t* Jthe 
Institute community and visitors. It condu'Cts 
accident i"h ves t i ga t i on s , sugges ts^ remedi a 1 me^asureSi 
and' admi n i s ters accident reporting procedures.- The 
Safety Office publishes the M.l.T. Accident Preven - 
tion Guide , a 'handbook of safety policies and pro- 
cedures. Copies are available on request. A waste 
chemical disposal service is available for poten- 
tially hazardouschemicais. Training and assistance 
in conducting special accident prevention programs 
are availatjle as required. •■ ^ - * 

In a.ddition, the Institute's Safety Committee and 
th? Ld bora tory • H^za rds , Radit^tion Protectio.n, and 

.^/i^ac tor^VSa f eguards Commit^ tees meet periodically to ' 

'{review ana promulgate safety policies.- 

SUMMER SESSION OFFICE 

The S^mmjer Session Office is prim-arily concerned 
with the development and management of a series of 
one and two-week Special Summer Progr'ams. These 
Programs are intensive' courses' for professional men 
and women to keep pace with developments in their 
fields. They are ,devel oped in collaboration with 
facu'^ltyanddepartmentheads. 
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The Office also assists with the coordination of on'-- 
campus activities during the summer, e.g.', profes- I 
sional conferences 3nd symposia^^ 



5.00.29 TALBOT HOU.SE 



TalbjD| House is a uaique M.I.^T. facility located in 
South Pomfret, Vermont. A two-story colonial style 
house, Ta»lb</t House is p^rimarly a retreat center for 
• student groups although any M.I.T. group may apply 
to us.e the facility.r Although many groups use 
TalbotJ House solely for soci a 1 / rey^ea t i ona 1 activi- 
ties, other groups use Talbot Hs)ifse for program 
planniag and for academic fyurposes-. * 

.Visiting groups are provided with home-cooked meals 
and linen. To keep prices as low as possible guests 
shara in the kitchen chores. Up to 27 people may 
sleep in the six bedrooms on the second floor.' The 

' first floor is complete wvth living room and fire- 
place, den with piano, dining room, kitchen, and 
ski/woric room. 

Talbot House ii administered by the' Office of the 
( Deap for Student Affairs. The Talbot House Committee 
assists- i^n the management o*f this facility. Every 
effort is (nade to allow as many members of the 
M.I. T^. C(vnmun i ty as possible to use the house. 
However, the house is^ade available to groups, not* 
to individuals. 



Groups usually visit Talbot House either for a 
weekend or for a period'of up to five days during 
the week. Applications should be submitted no later 
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than 45 days prior"to the first of the month In, 
which the group is applying. Further information 
may be obtained ffom the Office of the D^ean for 
Student Af^fairs, W20'345 , 253-7974.. 
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INFORMAtlDtl PUBLISHED ELSEWHERE 



. .. ■■ ■ * ■ "• 

EDUCATIONAL PROGRAMS Ai^D 'INSTRUCTION ' - . 

V ^' ■ ■ . . " . . 

The General Catalogue Issue of the H.I.T. Bulletin , 
published annually about September 1. Contains 
descriptive material about the .Insti tute , about 
undergraduate anij graduate educational opportunities, 
and about departtnental and interdepartmental activi- 
ties. Intended far prospective s^ud6nts and others 
wanting 1 n/orma t i on aboyt M.i.T,. From the* Inform- 
'a t i 0 n ' C e n t e r . 

The Courses and Degree* Programs Is sue of the M.I. T .. 
Bui 1 etfn , published annually about August 1.- Con- 
tain's informatiqn on general Institute requirements, 
general requirements for graduate degrees, inter- 
disciplinary study and research, departm^ental pro- ' 
grams and requirements, and descriptions of subjects. 
Intended for use by .faculty and students at M.I.T. 
From thj5 Information Cer|ter. 

K ■ ■ ■^ ■ ■ ■ ■ " 

The Summer Ses s i on .Cata 1 ogue Issue of the M.I.T. 

Bui letin , i^i^blished annually in February "Complete 

information concerning academic activities during' 

the Summer Session. From' the ^Ififf ormation Center. 



The Guide to I. A. P. Activities . This catalogue of 
activities taking place during the January Indepen- 
dent Activities^'^riod is p.ublished twice each year. 
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The first or p'r el-imilfi a ry it sue appears just, before 
Thanksgiving, and the final guide is issued just 
before Christmas. Copies are distributed in the 
lobbies of major cainpus buildings and cin be 
obtained from the Information Center. 

/ I • 'i> <f 

The Undergraduate" Research Opportunities Program 
jyi r ec to ry contains information for ur^dergraduate 
students for part 1 ci^pay^fng' wi th M.I.Y. faculty 
.members in a wide rahgewof research/an.d project 
activities both^'on and off campus./ From the Inform 
ation Center. and the ;UROR Of f 1 ce^ 

Undergraduate geminar Prog'ram . A booklet published 
every spring term describing seminars being offered 
Fall term seminars are described in the Freshman 
Handbook . From the U((dergraduate Seminar Office. 

M. I .T . Today , a n i n t er pjr^t i ve description of tfie 
InStit|te planned especially for prospective under- 
graduate students. From the Admissions Office. 

The Freshma'n Handbook , detailed descriptions of 
first-year subjects, including, seminars, and of 
registration and counseling procedures for members 
of «the freshman class. '\£ includes information 
about residence, athletic and extra-curricular 
activities. Fronf the Fr^^hman Advisory Council. ^ 

The Freshman Pi cturebook contains pictures of the 
fres|gman class. From the Technology Commun i ty 
Assoc i a t i on Of f i ce . ^ r 
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Class Schedules and Typical Cou-rse Schedules , ^ 
•publisKed prior 'to each' term. From the Registrar's 
Office, y ( 



the Guide to Undergraduates and Faculty Counselors ;* 
This booklet,, publ ished by the^.Committee on Academif 
Performance every year, is intended to b'e a'summary 
of i nformatiofi concerning the, grading- system, Insti- 
^tute requirements, vatrious registration procedu.)^**^', 
and other administrative aspect^ of M . I . Y . , i ncl ud i ng 
detailed information cancerning policies and proced- 
ures followed by the C.A.P. From tKe I nf ormati on 

Center and the C.A.P. Office. 

c . . 

•The Gracjuate School Manua 1 , , th.e- def i ni t i ve statement 
of the organization, pol i cie-s and procedures appli- 
cable to graduate instruction. From the Dean of the 
Graduate Schnool . 

The Degrees- Awarded publication contains narries of 

/ ■ f , '"r • 

persdns receiving various degrees awarded by M.I.T. 
Published ever^/^'September , February, and June. From 
the Registrar's Office. 

' . ■ r - , 

The Wei lesley-(M. I .T. Exchange:" Gtiide' for M.I,T. 
Students , summarizing procedures for participating 
in the program ^n the Wel^lelley campus, published„in 
December and Aprjil of .each year . ^ from the Inform- 
ation Cen'ter . I . ■ 

( , ■ ■ 

MEMBERS OF THE FACULTY AND- ADMINISTRATION. ' 



faUl 



photographs of fapulty and administration, 1972, 
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ANNUAL REPORTS 



TJie Report of the President and the Chanc&^-lor , to 
the M.I.T. Corporation, f.i rst pub1 i shed IST'l-yZ,. 
published annually about November 1. A largjer 
edition, including the repor'ts of the deans, depart- 
ment heads, vice presidents , and heads of majo^ 
1 abora tori e-s , i s^ publ i shed ' 1 ater i n the mon t]/. From 
the Information ^Center . 

The Report of the Treasurer to the M.I.t/ Corporation, 
published annually in October. A repoi/t of opera- 
tions, gifts, plant f ac i 1 i t i es , and investments for, 
the preceiyt^ fisca\ year. From the/Comptroller's 
Accounting Office. 



/ 



BENEFIT PLANS AND PERSONNEL P0LIC;!E$ 



Th.e Benefits Pjrogram^for Faculty and Staff , a summary 
of insurance, health serv i ces , /ret i remen t plans, and 
other staff benefit programs . ^/ From the Benefits 
Section of the Office of Persbnnel Relations. 

/ ' 

Major Medical ^"fnsur a nee , det^^ails of the major medical 
expense coverage. From the/ Benefits Section of the 
Of fi ce of ' Personnel .Rel a ti c/ns . . *^ ^* 

The Chi 1 df en ' s Scholarshic/ Plan , a leaflet describing 
the assistance availa-ble /to members of the facult^^- 
and staff with children i/n college. From the Bene- 
fits Section of the Office* of Personnel Relations. 
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00.5' ADMINISTRATIVE ROLICIES 



Purchasing Policy and Procedures , a brief ^andbpok 
on purchasing- regulations . FromXhe Director of 



Purcha s i n 



9^- 



Catalogue of Laboratory Supplies and El ec troni c 
Stockropm Catalogue , price lists of supplies and 
eguipment regularly stocked by the Office of Labora- 
tory Supplies. From the Office cff Laboratory * 
Suppl i es--. ' . • 

f ' > r 

Catalogue of Office Supplies and Furniture , price 
list of supplies regularly stocked by the Office of - 
Laboratory Supplies. From ^the Offi^ie of laboratory 
Supplies. • i 

' ■ ■ ; • V / 

Pet^ty Cash Pol i cy , instructions for supervisors who 
wish to maintain a petty-cash account. From the 
Comptro 1 1 er . 

Accident Prevention Guid^ ^^a-Jpandbook on safe^ proced- 
ures for handling (^h^mTaals, machinery, and other 
materials. From .the Sa f ety "Hng i neer . 

Guide for the Preparation and ''Submi ssion of^ Research * 
Proposals , a guide prepared bv^he Office of Spon- 
■^sored J^esearch to assist faculty members in the 
preparation of proposals for externally sponsored 
research programs and to facilitate the administra- 
ti ve' review'and transmittal of such proposals. From 
the Office of Sponsored Programs. 
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Guide ^0 's Admi ni s t ra t i ve Of f i c es , a ^ g u i d e to 

office procedures at the Institute. From the Office 
of Personnel Development. • ■ * 

Travel Expense Policies , policies aVid prbcerdure«s 
covering reimbursement of travel expenses incijrred 
i^n the performance of Institute business.. 'From the 
Comptrol 1 er . 



6.00.6 



DIRECTORIES 



These directories are intended for ay^^ljj^ized use by 
Institute personnel only,- They should not be made 
available for advert i sing , placement, or other 
commercial use. y 



Institu't^ Telephones Di rec tory , office 
telephones and addresses, published in 
From the Telecommunications Office and 
Room . " ' 



ant 



home 
->ie 'fal 1 , 
Mail 



e Student Pi rectory , including th^' Pi fee tory of 
Forei gn Students , tejm addresses and telephones, 
home addresses, and- class and gourse information, 
published in October. From the Informatjion Center. 



The Pirectory of Foreignj,gtaf f , published in Novem- 
ber. *From the Registry^of Guests. 



The Alumni Re^ister , a complete t^oster of\all former 
studen'^s, published periodically. From tW^e Alumni 
Associ ati or 



tlon. 
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PERIOOICAL PUBLICATIONS 



Techaploqy Review. , a national magazine of science 
and tachnol'ogy which also serves as M.I;I. "alumni" 
magazine, published eight times a year by the M.l.T. 
Alumni Association. 

i ■ * ' 

Tech T^lk , published every weelc by the. News Office. 
The Ins-titute newspaper distributed through, thre ' 
Institute mail system, and in the lobbies -of majpr 
campus buildings. 

GUIDES 



A Wal k around H. I .T,. . a map, guide^ ^d dingest of 
general information about M.l.T. From the Inform- 
ation ' Cent er . 

The Guide to the M.l.T. Libraries , a description of 
library facilities and how to,/ti*^e them. From the 
Director of Libraries. 

The Guide for the Handicapped , a map, guide, and 
digest of general information about M.l.T. especially 
for the physi cal ly handicapped . Provided by .the 
Planning Office and distribute(^ by the Information 
Office. ^ *' I. 

The M> I .T. Taetua] Map , a map of the M.l.T. campus 
for the non-sighted, including a braille directory ^ 
anS^an audio cassette describing the map's^use. 
From the Planning Office. 
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You and M . I .T . , a handbook of general information 
for new employees in the hourly and biweekly cate- 
gories, from the Office of Personnel Relations. 



no- f 



^ STUDENT LIFE AND ACTIVITIES 



HoToGaMIT, How To Get' Around M.I.T. , designed ori- i 
ginally for undergraduates, but useful t6 a-11 new 
members of the Institute community. It provides a 
comprehensive introduction to the Boston area, as 
well as student life at the Institute. From the 
Technology ComfYnity Association for a nominal fee. - 

Undergraduate Re-sidenc'e , describing both /lormitory 
an^i fraternity residence facilities, intended for 
entering^ndergraduates. Published annually in May. 
From the Freshman Advisory Council. 

graduate Residence , describing residence facilities 
available to graduate students, published annually 
in the spring. From the Dean for Student Affairs.- 

6.00. 10. THE^HISTORY OF M> I .T. ^ 

When M.I.T. WXs Boston Tech , by'Samiiel C. Prescott. 
The Technol ogy Press , Cambri dge , 1954. A history of 
M.-I.T. from its founding in 1861 through its move to 
Cambridge in 1916 by a witness to much of 't^t , 
* p e r i 0 d . 

Technology's War Record , edited by John H. Ruckman. 
Murray Printing Company, Cambridge, 1920. The 
contribution made by the Institute, its staff, its 
* former students, and its undergraduates to the cause 
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'of the United States and the Allied Powers in World' 
War I . • ' • ■ . . 

Q.E.D. : M. I .T. World War^M , by John.^H. Burchard. 
Technology Press, Cambridge, 1948.' A history of the'" 
contributions to the allied effort- • ' 

■ Mid-Century: The Socili^l Implications of Scientific 
Progress , by John E. Burchard. 'The Technology Presm 
and John Wiley & Sons, .Inc. , New York, '1950.' A 
verbatim account of M.I.T.'s grea.t Mid-Century ^ 
Convocation, March 31, April 1, and April 2, 1949.. 

M.I.T. School-of Architecture and Planning 1^61-1961: 
A Chronicle , by'fcar'oline Shillaber. Hasjachusetts 
institute of Technology, Cambr i dqe , 1 963 . Profusely 
illustratVd h i s tory^ o f ' t^e first school of ^r'chi.t^ct- 
ure in thiV<puntry. * 

His tory 6f the Lowell Institute School , by Charges 
Mi. Park, the Harvard University Press, 1931. ^^fie 
story of Q successful educational exper i men t *wh i ch 
started in 1903 and* conti nues to*the present time. 

0 

^J.ve y.eaxs aA-jth e Radiation Laboratory , edited by C. 
dewton, Thelma E. Peterson , ^ancy Jay. Perkins. The 
Andover Press , Ltd., Andover, 1 946. A "memory- book " 
history of life at the Radiation Laboratory, 1940- 
1945. • 

Flas h! Seeing the Unseen by Ultra Hiqh-lSpeed Photo - 
graphy, by Harold E. Edgerton and James R. Killian, 
Jr. Hale, Cushman and Flint, Boston, 1939. (Revised 
edition Charles T. Branford, Boston, 1954.} 

■ X 
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H. l.l ! Revi si ted / by Gjon Milii? The Institute as 
observed by th*e well-known Li f e photographer and 
member of the class of 1927, who returned in 1959 to 
record his impressions*. ' **» 

Thg Annual Catalogue of the;^fficers and Students, ^ 
186S-6 . Report^ couVses gi,ven , Jists of early 
^ grad^es^, etc. ^ 

The Life and Letters of William B^artora Rogers , 
* edited by his wife, Emma Savage ' Rogers , with the 
assistance of >Jilliam T. Sedgwick, in two volumes,, 
Houghton, Mifflin and Co., Boston and New Vork in 
the year 1896. The definitive biography of the 
fpundjer ^nd first president of the Institute. 

A Life of Francis Amasa. Wal ker , by Jamfes phinney 
Munroe, Henry Holt and Company, New York, 1923. A 
biography Df the Ins.titute's tjiird president, TBBl- 
lB9s7, who was an eminent soldier, statesman, econo- 
rfiist\ administrator, and educator. ^ 

Henry S. Pr.itchett , by Abraham Flexner, ColumSia 
Unive^#ity Press, 1943. Biography of M.t.T.'s fifth 
president, 1900-1905. 

Richard Cockburn - Maclaurin ^ by Henry Greenleaf 

; -^r—~ — - 

.^t '^P^rson, the Macmillan Co.^ Ne«*-^ork, 1 937. Bio- 

graphy of the Institute's sixth president, 1909- 
. 1 920. / 

A Sci enti s t Speaks , assembled by Francje^s Van Schaick, 
Undergraduate Association of M. I.f. , Cainbridge, ^ 
•1955. Excerpts from the addresses by Karl Taylor 
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£onipton during the years he was the'lfisti tu!e ' s 
ninth president, •1 930'-cl949. ' ^ 

The Life/ of Ellen Hi. Richards , by Caroline L. Hufnt, 
Whi tcomb^ & .Barrows , Boston,, 1912. "Biography of' 
M.I.T.'s first wpnjan graduate in 1873. ' 

Ellen Swallow. The Woman .Who Foun.ded Ecology , by 
.Robert' Clarke, Fqllett Publishing Company, Chi 
1 973/.' Another biograg^hy of "that reniJirkab 1 e 
La^dy of Science who h^d to, her* credit more f.irsts 
t^an any woman of her t-ime." ^ * ' ' ' 



Pfcst/ 



Robe rt Hallowell R-ichar'^ds, His Marie , b^^ Robert^ ' 
Hallowell Richards, Little, Brown, and Companjf, 
1 936. Autobi ography 4a,f one of ftheM ns 1 1 1 u te ' s first 
students ajd**g*radua't>es (1868},^ who became a distin- 
guished mining erfgtineer and professor at th^ Insti- 
tute, and founder of the MJ.T. Alumni Association, 
in 1875. " \ 

El ihu Thomso n,->-Efqhtieth p i.r thday '^e 1 ebr a tji on . The 
Technology Press, Cambriflge, 1 933. Collection of 
speeches, papers, ^and photos in tribute to this 
scientist, engineer, and inventor who twice served 
as acting' president pf the Litstitute. 
/ 

^4ilAgch_us£_U_s_ jn sti ^ ute of Tech nology Libraries , by 
Natalie H. Nicholsoi), Oirector of Librhrifcs, M^I.T.,, 
June 20,. .1 974. To be publfshed in En^yq'l opedi a of 
Library and Information Science. 
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Academic Coxincil, 9, 16-17, 35, 
36, 37, 39, 49, 51,^52, 65, 
84, 89 

Academic otaff, ii, 33, 37, 62, 
90, 101, 116, 159 

Adjunct Professor, 38, 40-41 

Administrative Council, 16, 18-20 

AdminiatrativG staff , '56-58, ^9-60 

administrative staff (aca- 
. • demic), 56-59 

Advising and counseling of stu- 
dents, 101-103 

Affirmative Action Serious Search 
Policy, 35^ 65, 69, 70, 88-89 
See aiso* Equal Opportunity 
Policy. • 

Annual reports 

of the President and Chan- 
cellor, 194 
of the Treasurer, 194 

Appointment and tenure policy for 
the faculty, , 35-36 ' 

Appointments 

academic administrative 

staff, 56-59 
Adjunct Professor, 40-41 
administrative staff, 56- ^8, 
" ^9-60 ' , 

exempt, 68-69 i ^ 

Guest of the Institute, 56 
Honorary Lecturer, 48 
hourly, 68, 70 
' Institute Profeaoor, 38-39 
Instructor, 32^ 41, 43, 44, 

4>^5^, 62, 116 
Instructor-G, 44, 45, 60,. 62, 
64 

Lecturer, Senior Lecturer, 

.32, 47-48 
library staff, 56-58, 59 
Lincoln Laboratory staff, 66, 
' 67, 183^ 184 

Non-Resldent Instructor, 44, 
47 



office/clerical (biweekly), 
^ 68, 69-70 

Postdoctoral Follow, Research 
j Fellow, 51-52' 

professorial, 37-38, 41-42 
Research Affiliate, 55 
Research Assistant, 60, 61, 

• 63, 64 \_ 

^^sebrch Associate, Senior 
ARooearch Associate, 52-53 
Seni)or . ResoaYch Scientist, 

32, 50-51 
Special Faculty Professor, 

38, 3<* * 
sponsored roseatch staff, 47, 

65-66, 67-68 

V Teaching Assistant, 54, 60, 

61, 62, 63, 64i 116 
Technical Assistant, 53 
Technical Associate i 54 
Technical Instructor, 32, 44, 

46-47 

Visiting Engineer, Scientist, 

* Scholar, Lecturer, 47, 54- 

V 55 

Visiting Processor, 38, 40, 
41, 43 

Athletic facilities, 166-167 . . 
.Audio-Visual Office, 167 



B 



Benefits for faculty and staff, 71- 
8^ 

accidental death an^ dismem* 

borment, 73-74 
disability Income, 79-80 
educational benefits for 

children, 81-82 
health insurance, 74-75 
leaves of absence, 84-85, 93- 

94 

I'ife inouranfco, 71-74 
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rGtircmcnt plan, 76-'80 - 
sabbatical leaves for faculty « 
83-84 

tuition aauiotanco, 83 

vacations, 53, 54, 57, 64 
Benofito Office, 68, 71, lA, 75, 

81, 82,V85, 184 
Benofito on tbrpination, 78-79 
^Bluo Crooj3 and Blue Shield Master 

Medical Plan, 74, 75, 80* 



Campus Pati^l, 167-168, 179 
Career Planning and Placement 

Office, 168-169 
Child; Care ''Office, 169 
Children's Scholarship Program, 81- 

82 . i 
Cladaif,icd research, 148, 149 
Commit teei^, faculty, listing, 15-16 
Commit^tees, presidontialiy appoln- 

tpbd, listing, 13-14 
Commiitoos j 

4^ademic pci^fbrmanctS', 101 

commoncemont\ 176 
^ discipline, 10^-1,08 ' 

educational policy,' 15, 3^% 
149 

graduate scliool^ policy, 149, 
^ 160 

I. A. P. policy, 32 
industrial li£^ison, 163 
inventions and copyrights, 

133, 142-145 
laboratory hazards, 188 
outside professional activi- 
ties, 2S, 26, 28, 30 
parking, 183 
personnel policy, 183/ 
prcprof ossional advising and 
education, 186 

prelaw. advisory council, 
136 

premedical advisory . 
council , 186 , 
radiation protection, 151, 188 
reactor safdguard, 188 
safety, 188 



staff-administration, 44 
^SG of humans as experi^ntal 
subjects, 151-153 
Coianunity relat:^ons^ 117-118 
Consulting . 

agrqcments, 141-^42 » 
>pblicies, 24-28 
Contract and grants procedure, 156- 
159 

.Copyrights, 137-139, 141, 142 
Corporation, The, 3,'- 7-8, 48, 149 
tfxccutrlve Committee, 8, 37, 

13i, 15,8, 178 
Visiting Committees, 8 
Credit 'Union, 170 



Day Camp, 170 

Day Care Center, 169 

Departn^ent Head 

annual Review of non- tenured 
^ appointments, 41-42 

appointi](&nt pr;ocedures for 
staff members, 55-56, 64 
layoff notification, 96-97 
leaves of absence approval, 
^ 8^^85y ^ ' ^ 
outfide professional activi- 
tiiGBp responsibilities , 25, 
' 2i, 28-30 

sponsored research approval, 
• 157^ 159 
I stimmor session, 34, 188 
Description of the Ij}stitute, 4-7 
Desigp Services i- 120^ 121, 175, 176 
Directories, 196 
Disability benefits, 79-8Q 
^Discipline policy and procedure, ^ 
105-108 



Educational benefits for faculty 

and staff children, 81-82 
Educational Loan Program, 82 



203 



(.217 



Educational policy, concnlttco on, 

15, 31, 149 
Educational programs and instruc- 
tion, information on, 3-4, 
191-193 , 
Bmorgoncy medical caro, 179 
Employment of'Bttynbora of aamo 

family, fiw)-91 I 
Endicott Houso, 171 
Bnvifonnental Medical Service, 179- 
* 180 " • ^ 

Equal Opportunity Policy^ 88«-89 
^ Ekccutivo.Cofttmittee of the Corpora- 
ti,bn, 8,-37, 131, 158, 178 * 
Exempt p()raonnol appointroenta , 
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Facilitioa, 121-127 . 

M. I.T. community, uoo, 
* udo chargoo, 124-125, 

use by outoido groupa, ^25-127 
Faculty Club, 171 ^' ' 

Faculty Council, 9, 17-10, 30, 132 
Faculty • • 
annual salary pfan, 32-j'.3^' 
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Fairilly Oay Xaro Program, 169 
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Financial and buaineda adminiotra-. 

tion, '154-1^5 - : . 
Foundation relatiSna^ 146 
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Fund raiaing on campua, 127-12^^ . 
'Furniture Exchange, 173^ 



Government frelationa, 142, 146 ^ 
Graduate ochool policy, contnit^ee 

on, 149, 1^0 
Graduate eCUdeik staff, 60-64, 67- 
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appointmenta, 62-63 

obligations, 61 ^ 

pponaorod reaearch otaff 
appointmenta, 67-68 
Granta, 81, 133, 134, 146, 154, 

*** 155, 156-159, 160" 
Graphic Arta Service, 172-174 
Grievance procedure, 92 
Gueat of the Institute, 56 
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Health Serviceo, 74-75 

insurance and health care 

bendfito, 74-75 ^' 
M.I.T. plan/ 74-75, 178, IQO 
#oqrvi-coa, acceoa to, 75 
Jiotdlry of M.I.T. , 198-201 
|m|^orarV Lecturer, 48 
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Information Procoooing Center, 175 
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Information published elsewhere, 
l^lr201 

* Institute Information Services, 

11&, 175-177 _ 
Institute Professor, 38-39 • 
Instructor, 32, 41, 43, 44/, 45-46, 

62 , 116 - * / . 

Instructor-G, 44, 45, 60,- 62, -64 
Instructor, Non-Resident, 44, 47 
Instructorships , ^4-47 
' Interdiscipli,<^ry laboratories and 

centers ,V listing, 10-12 
laventions, 132-136, 141, 142, 143- 

144' 

by faculty and staff, 135 
^ by students, .135-136 



Layoff poli</y and procedure, 94-99 

Leaves o£^ Absence 

maternity l^ave, 93 
parental leave, 93-9'4 
personal Iea\>€^ 43, 84-85 
professional leave, 43, 84-85 
sabbatical leave, 83-84 

Lecturer, Senior Lecturer, 47-48 

Letterhead, use of, 120-121 

Libraries, 177-178 

Library staff, 56-58, 59 ^ 

Life insurance, 71-74 

Lincolr^ Laboratory staff, 66, 67, 
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Name of the Institute, Use of , 119- 

120, 130 
News Office, 119,* 120, 175, 176 
Notification of non-renewal, fac-' 

ulty and instructors, 41-42, 
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Objectives o^ the Instit^ute, ji-4, . 
21, 22, 88-89 

Office/clerical (biweekly) appoint- 
ments, 68, 69-70 

Office of Administrative Informa- 
tion Systems, 166 

Office of Sponsored Programs, 134, • 
a36, 141, 143, 155-156, 157, 
^ i58, 159 

Organization of the Institute ^ 7 

Outside Prof essioi;ial Activities, 
21, 24-30 

committee on, 25, 26, 28*, 30, 
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department head responsibil- 
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relations of senior and junior 

faculty, 27 
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^tern^ty and Parental Leave Pol 
icy, 93-^94 > 

Medical care , emergency , 179 
^ See also Health Services. 

Medical Department., 74-75, 100, 
178-180 

M.I.T. Associates Program, 163-165 
M.I.T. Development Foundation, 170* 
M.I.T. Health Plan, 74-75, 178, 180 
M.I.T. ^ress, 180-\82 ' 



Parking, 182-183 

Patent and copyright policies aiid 
procedures , 131-145 

Pensions, 77-78, 80 

Periodical publications, 197 

Personal work and personal ser- 
vices, policy on, 89-90 

^Personnel Office, 183-184 

Office of Per Sonne P Develop- 
ment, 66, 83 
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Office of Personnel Relations, 

59, 60 

Office of Personnel Services, 

60, 68, 70, 99 
T>hysical Plant, 184-185 
Planning Office, 185-186 
Political action, policy on, "12;^- 

130 

Postdoctoral Fellow, Research 
Fellow, 51-52 - \ . 

^ Preprof essional Advising and Educa- 

^ . tion Office, 186 

Privacy of student records, 109-115 

Professorial appointments^ 37-38, 
41-42 

Professors Emeriti, 15, 37, 47 
Pi;omotion and' tenure policy, 41-^44 
Proposal evaluation, 153-'154 
Purchasing Office, 186-187 



Ref&ppointment notification, 41-42, 
46 

Registry of GUests, 175, 176 • 
Research Affiliate, 55 
Research Assistant, 60,^61, 63, 64 
Research Associate, Senijor Research 

Associate, 52-53 ^ 
Research 

^ on human subjects, 150-153 
policy, 147-150 

proposal evaluation, 153-154 ^ 
Research. staff (academic), 49-56 
Retirement 

appointments following, 48-49 

benefits, * 76-80 

normal dat^, 75 
Royalties 

for copyrights, 140-141 

for patents,, 136-137 



Sabbatical eaves for the faculty, 
83-84 

Safety Office, 187-188 



Sen^r Res'earch Scientist,. 50-51 
Serious Search Policy (affirmative 

action) 4 35, 59, 60 
Social Work Service, Office of, 180' 
Special Faculty Professor, 39 
Sponsored Programs, Office of, 134, 
136, 141, 143,. 155-156,' 157, 
158 ' ' 
Sponsored research, 67, 133-134, 

150, 154, 'l55, 157,1159 
Sponsored rese^ch staff appoint- 
ments, 47, 65-66, 67-68 
Staff Classification and Salary 

Administration Program, 57 - * 
Students 

advising and counseling, lOl- 
.103 

as experimental subjects^ 153 
conduct and discipline, 105- 
108 

educational goal^, 3-4 
educational programs, 4-7 
faculty relationships with, 
27-28 

participation in research, 
' 104-105 

privacy of records, 109-115 

UROP, 104-105 
Summer Session Office, 188-189 
Supervisory responsibilities, 88-90 
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Tax Deferred Annuity Program, 80-Ql 

Teaching, 4, ^1, 22-23 > 45 

Teaching Assistant, 54, 60, 61, 62,, 

63, 64, 116 
Technical Assistant, 53' 
Technical Associatev 94 
Technical Instructor, 44, 4fy-47 
Technology Children's Center, ' Inc. , 

169 ^ 

Tenure policy; 36-37, 41-44 
Termination for lack o'f work or 

funds, 94-99 
Travel, 86-87 

arrangements and inforiTiation, 

87 ■ 
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at Institute expense, 86-87 
expense reimbursement, 87 
on Institute business, 86-87 
to professional society meet- 
ings,- 86 

Tuberculosis examination, 99-100 
Txiition assistance tor faculty. 



Undergraduate Research Opportuni- 
ties Program (UROP) , ,104-105 



Vacations * 
academic administrative staff, 
57 

administrative staff, 57 ■ 
*^raduate student staff, 64 

library staff, 57 

Research Associates, 53 . . 

Technical Assistants, 53 
*^echnical Associates , 54 
Visiting Committees, 8 
Visiting Engineer, Scientist, 

Scholar-, Lecturer, etc., 47, 

54-55 . . 

V^^iting Professor, 40, 43 
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